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a TVOntario 2180 Yonge Street Mailing Address: 
Toronto, Ontario Box 200, Station Q 
(416) 484- 2600 Toronto, Ontario 
Telex 06-23547 Canada Ma4T 271 


Dear Participant: 


Welcome! You are on your way to becoming a more successful 
landlord! TVOntario, in cooperation with the Ontario Ministry 
of Housing, has designed The Successful Landlord series to help 
current and prospective small-scale landlords develop the skills 
they need to function, and survive, in the rental housing 
business. This integrated five-part series and manual will 
teach you how to put thought, energy, and money into turning 
your rental property into a successful business venture. 


This package contains: 


@® program descriptions and broadcast schedule 
e The Successful Landlord manual 


If any of these items is missing, please contact the TVOntario 
COUrSescConsucant. Vin Loroncto, ‘call (416) 484-2614. If you’ are 
calling from elsewhere in Ontario, use our toll-free number 
1-800-387-8411. You can call Monday through Friday between 9:00 
a.m. and 5:00 p.m. or leave a message on our answering machine 
at other times. 


Print materials 


The enclosed print materials have been designed to provide you 

ops. With background information on all aspects of running rental 

‘ "““ indome properties, and are moye detailed than the television 
programs. The Successful Landlord manual offers 200 pages of 
practical, detailed information on the day-to-day business of 
being a landlord. You will find working charts to help you with 
cash flow projections, rental unit records, exterior and 
interior maintenance reports, renovation contracts, leases, 
and other important hands-on tools. An extensive resource 
list explains ,where you. tan go for help, advice, and 
financing. In essence, the manual and series will teach you 
how to run a small business - which is exactly what being a 
landlord is alt about. 


The television programs 


The five 30-minute programs that form the television 
component of The Successful Landlord guide the viewer 
through the steps involved in making a rental property more 
efficient, more profitable, and easier to run. And since 
more than 60 percent of Ontario’s 1.1 million rental 

housing units are low-rise rental housing units, this is 

a worthwhile goal! If you need clarification or elaboration 
on any of the issues explored in the programs, your manual 
should hel 


J 
A Leader in Educational Telecommunications 


The programs are hosted by David Stringer, and feature Glen 
Sifton, a property management expert. A lawyer, an 
accountant, a contractor, a landlord, a tenant, and a rent 
review consultant are also interviewed, all of whom will help 
you to make the most of your investment. The programs cover: 


- accounting and bookkeeping 

- legislation on rent review and related matters 

- structuring and financing your acquisition 

- renovating and rehabilitating your building 

- keeping the landlord-tenant relationship trouble-free 
- choosing the best tradespeople for your building 

- conserving energy - and costs 

- comprehensive record keeping 

- and much more! 


We hope you will enjoy the series, and will take petysbar oC Of 
this unique and comprehensive learning experience. 


May you find success as a landlord! 


Sincerely, Are wg 
Nina Sinopoli 
Course Consultant, Home Studies 
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THE SUCCESSFUL LANDLORD 


PROGRAM DESCRIPTIONS 


Program 1 Getting into Real Estate 


Small landlords need thought, energy and money to make a rental 
building successful. Discover the often-overlooked essentials 
of setting up shop as a landlord. 


Program 2 Record Keeping, Acquisitions, and Financing 


Your building is more likely to show a profit if you have 
realistic financing, a sound operation plan, and accurate 
records. This program shows you how to organize the 
administrative side of your business - and explains where to go 
if you need help. 


Program 3 Good Property Management aur. 


Maintain your building well and it will pay dividends for years. 
Find out how to deal with minor repairs before they become major 
problems - for you and your tenants. Learn how to develop a 
regular maintenance plan, how to hire tradespeople, and how to 
manage things yourself or find a competent manager to do it for 
you. 


Program 4 Landlords and the Law 


As the owner of a rental building, you must regulate your 
business according to several different municipal and provincial 
laws, including rent control legislation. Discover the legal 
obligations you have as a landlord in Ontario. 


Program 5 Renovations and Rehabilitation 


Your building is your major asset. Learn how renovations can 
make it more cost-effective, more attractive, and easier to 
rent. Discover your legal obligations to the tenant, as well 
as how to obtain building permits, work with contractors, and 
master the inspection process. 


Digitized by the Internet Archive 
in 2024 with tunding from 
University of Toronto 


https://archive.org/details/31761118937168 


THE SUCCESSFUL LANDLORD 


BROADCAST SCHEDULE 


FALL 1989 
Friday Saturday Friday 
29 September 30 September 1 December 
7300 = 2:00 = 4:30 - 
7330 a.m. 2:30 p.m. 5:00 p.m 
is ‘Getting into 
Real Estate 29 September 30 September 1 December 
2. Record Keeping, 
Acquisitions, 
and Financing 6 October 7 October 8 December 
3. Good Property 
Management 13 October 14 October 15 December 
4. Landlords and 
the Law 20 October 21 October 22 December 


5. Renovations and 
Rehabilitation 27 October 28 October 29 December 


ret of 


© PLEASE NOTE: While the schedule was correct at the time of 
“printing, last-minute changes do occur. Please confirm all 
broadcast dates and times in your local listings guide. 
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Introduction 


0, you want to be a landlord. Maybe you have dreams 
about sitting back, retiring on a steady income of rent 
cheques, and watching your investment appreciate as 
property values increase. Or so the theory goes. ... 


This is a guide for landlords or would-be landlords of small buildings 
who realize that they may need to put more thought, energy and 
money into making their rental properties successful. 


Like any other small business, being a landlord requires attention, 
planning and work. With care and commitment, the building will 
stay healthy, the landlord will stay solvent, and the tenants will stay 
on. Without professional attention to the details of the business, the 
end-result may be a run-down building, a bank foreclosure on the 
property, and angry disputes with tenants. 


Being a small landlord is not a quick route to becoming a millionaire. 
But it does make a gratifying and steady profit for thousands of 
people across Ontario. Real estate represents a secure place to invest 
your money. Particularly in today’s climate of acute rental shortages 
in Ontario, being a landlord can mean the satisfaction derived from 
providing a much-needed service. 
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Commercial and condominium buildings are fast crowding out the j 
smaller rental apartment buildings. But it is the smaller buildings 

which offer reasonable rental housing to the people who need it 

most. 


Small rental buildings can be defined as properties with five or fewer 
storeys, whether multiple-unit buildings, duplexes, single-family 
homes, or even the landlord’s own home with a rental apartment in 
the basement. 


The people who own low-rise buildings are most often sole owners 
or husband-and-wife owners of one or two buildings, managing the 
property with little or no outside help. 


The maintenance part of managing the property is not always an easy 
task. The average low-rise building in Ontario is over 25 years old. 
And at that age, tender loving care is needed to maintain the value of 
the property and provide a safe and comfortable environment for 
tenants. To lose these buildings through rapid deterioration would 
be disastrous to the people of this province. Given today’s construc- 
tion costs, the buildings would be replaced not by more reasonably 
priced rental accommodation, but by big, expensive towers, and the 
rental crisis would become even more acute. 


Occupied Low Rise Rental Apartments | 

by Period of Construction 
(Ontario, 1981) | 4 

| 

| 


32.8% 


Per cent of total 
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But you are not in the landlord business to save Ontario’s renters. At 
this stage, it is important to ask yourself why you are considering the 
business. 


The pleasures of owning your own business are clear — the opportu- 
nity to make and keep profits from your own labour, the independ- 
ence of being your own boss, the challenge of making important 
decisions, the freedom to choose your own hours, the satisfaction of 
providing a good service to your customers. 


The disadvantages are just as clear, although not written in the same 
shining letters: the risk of financial failure, the loneliness of sole 
responsibility, the long hours — and the effect of each of those finan- 
cial and emotional pressures on your family and friends. 
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Perhaps you want to be a landlord partly because you like dealing 
with people. The landlord business is certainly a people-oriented 
business. Your tenants are your customers and you will probably be 
in frequent contact with one or the other of them. Sometimes the 
contact will seem too frequent. Unless you hire a superintendent to 
manage your building, you may be phoned or visited by tenants with 
problems just as you are returning home from a hard day at your 
other job, or resting up with a bout of the flu, or carving the turkey at 
a family celebration. Many weekends may have to be spent working 
on routine maintenance of the building. 


Running your own business takes a lot of effort, and being a landlord 
is no exception. It is important for you to understand the commit- 
ment involved from the start, in order to decide whether the business 
of being a landlord is the business for you. 


This guide will start landlords and prospective landlords at the 
beginning — the essential tasks of planning and record-keeping. We 
explain why they’re necessary and how to simplify them. Borrowing 
money and buying a rental building or renovating the one you 
already own is a major step for any landlord. Ontario’s Rent Review 
system affects landlords at every step but is not always the roadblock 
it seems; a chapter is devoted to the subject. Maintaining the build- 
ing is one of the landlord’s most important, expensive, and time-con- 
suming tasks. Renovation is for landlords who want to improve 
both their property and their income. Energy costs are a hefty item 
on the landlords’ expense sheet, but it is easy to lower those costs 
with sensible conservation measures. And perhaps most important 
of all is the relationship between you and your tenants — getting 
them into the building, knowing your rights, respecting theirs, keep- 
ing peace in the home, and getting them out when the end comes. 


To help you with these tasks, the guide contains a variety of forms, 
checklists and charts. Many of these are included at the end of the 
manual for you to photocopy and use. 


Whether you are drawing up a budget, saving energy, appealing to 
the Rent Review Board, or evicting a bad tenant, there is a right way 
and a wrong way to manage an income property. We present the 
right way. Ladies and Gentlemen... 
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Planning and 
Record-keeping 


riting down business plans and details on paper 

puts you far ahead of any dreamer with glorious fantasies 
of success. Planning allows you to decide where you want 
to go, and draw up a map of how to get there. Keeping 
records once you've started helps you judge the route already taken 
and make better decisions about the road to choose in the future. 


The business of being a landlord can lead to frustration, sleepless 
nights, complaining consumers, and even bankruptcy. To succeed, 
like any other business, it needs research and preparation. 


You wouldn’t go into any other business without checking your bank 
account, analyzing your cash flow, understanding your market, and 
knowing the rules and regulations affecting your operations. And 
you can’t go into the small landlord business without doing that kind 
of planning either. Being a landlord is a business. The only difference 
is that instead of managing a company, you are managing a property. 


There are a surprising number of people who have bought income 
property without thinking through finances and operating costs, as 
well as the demands of day-to-day management of tenants, the 
building, and the tax department. 
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) If you haven never run a business re 
before, draw up your planinthe | 

- company of an experienced and 
knowledgeable friend oranac- _ 
countant. There are associations a 
for small businesses which are 
willing and qualified to advise — 


you right from the beginning. 
There are also excellent guides 

on financial planning for a small % 
business available from book- __ 
stores, the library, and the gov- | 
ernment. (Some of them are 

listed at the end of this chapter.) 


Drawing Up a 
1 Business Plan 


A) Personal Finances 


B) Current Finances of 
Your Rental Property 
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Planning forces you to set goals and objectives, and to determine a 
strategy for reaching those goals. Of course, planning has to allow for 
flexibility, because many factors — interest rates, for example — are » 
changeable. You have to be prepared to revise your plan regularly, 
but still have a constant goal so that you can measure how well 
you're doing and what may be going wrong. Then the plan can be 
altered to reflect new economic realities. 


The objective obviously is to make a profit. You’re investing time, 
money and effort into this venture, so it has to make money for you. 


Otherwise you could just put your money in the bank, collect interest, 


and save yourself the work. 


A business plan will help you establish detailed goals and definite 
time limits in which to reach them, and provide potential investors 
with solid information on which to base their decisions. It is a report 
on the property involved, your plans for the property, your access to 
funds, your personal experience and skills, and the amount of money 
you need. It describes the past history of the building, its current 
state, and its future income potential, projected by you into the next 3 
years or more. 


Start by putting down on paper your own personal financial situ- 
ation. What will your income and expenses be for the next year? Five 
years? What capital do you have to put into your rental property as 
equity? What do you have to offer as security to a lender — RRSP’s, 
life insurance, a summer cottage, a new car? What savings or re- 
sources do you have for emergencies in your personal life or busi- 
ness? Who could you turn to for financial assistance — a relative, 
friend, business contact? 


Next come the current financial statements of your business as a 
small landlord, if the business is already established. If you are 
buying an established rental property, it should be a condition of 
your purchase agreement that you have access to the previous 
owner's financial records and year-end statements (preferably these 
should be audited). 


The two main elements are an income and expense statement and a 
balance sheet. These are drawn up each year to show how well the 
business performed and what it is worth. 
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RENTAL INCOME 


OPERATING EXPENSES 
Mortgage interest 


Total operating expenses 


NET INCOME 
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BALANCE SHEET ) 


Len Lord's Property Management Inc. 
as at December 31, 19XX 


Balance Sheet 

A balance sheet shows the value 
of a business at a certain date; in 
other words, what a business 
owns and owes as of the date 
shown. It is a list of business as- 
sets and their value on one side 
and a list of liabilities and 


ASSETS 


CURRENT ASSETS 
Cash 
Rent receivable 


owner's equity on the other Prepaid expenses (e.g. insurance) 


side. The liabilities include all 
that the business owes. Owner’s 
equity means the amount the 
owner has invested in the 
business, plus retained earn- 


ings. 


FIXED ASSETS 
Land 
Buildings 
LESS Accumulated Depreciation 
Equipment 
LESS Accumulated Depreciation 


TOTAL ASSETS 


LIABILITIES 
CURRENT LIABILITIES 
Accounts payable 


Accrued expenses 
Rent deposits 
Mortgage principal due in 


next 12 months 


LONG-TERM LIABILITIES 


Morigage payable é 
TOTAL LIABILITIES 


OWNER'S EQUITY 


Capital 


TOTAL LIABILITIES AND EQUITY 


A projection or forecast is a budget for the future. It shows what you 
can realistically expect the business to achieve and what it will cost to 
achieve that result; in other words, what income you can reasonably 
expect and what expenses are likely to be involved. It is really an 
attempt to look into the future and see what your income statement 
should look like in one years’ or two years’ or even five years’ time. 
Be realistic. The only person you will be fooling with false optimism 
is yourself. If anything, be a little pessimistic about expenses; if you 
are wrong, you will be pleasantly surprised. 


C) Projections 
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) alee expenditures for next six months 


| OPERATING EXPENSES 4 Month — 
| oe Tei 


‘Mortgage Kea 
Loan skal 


/ Superintendent’ $ or Property Manager's Fees 
Maintenance Services (eg. Cleaning, Snow Removal) 


Minor Repairs and Maintenance 
Property Taxes 


Accounting Fees - 
“Interest on Rent Deposits 
“Advertsing 

Bank Interest ad Ghataes 
Hiscolaren tasiu . 
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You base your projections on your existing balance sheet and income 
statement if you have one. Start off with the expenses — you'll have 
to anticipate how your costs will rise. There are several factors in- 
volved: the rate of inflation, interest rates, rising or dropping energy 
costs, a mild or severe winter which will affect your energy consump- 
tion, increases in property taxes, anticipated repairs to the building. 


If your costs are increasing, you need to increase your income too. To 
raise rents above the annual legal guideline, you have to apply to 
Rent Review. At this stage in the planning process you should seek 
advice on projections for the rental income you can expect to achieve 
within the Rent Regulation system. Chapter 4 is devoted to the 
subject of Rent Review. 


Once you have taken your most recent financial statements and made 
up your budget for the next year, two years and five years, slotting in 
figures for major expenditures, anticipated increases in regular 
expenses, and increases in income, then you can draw up projected 
financial statements: a projected income and expense statement and a 
projected balance sheet. 


Your projected profit goes into the equity side of the balance sheet. If 
youre planning capital improvements, your assets will increase in 
value and this too should be shown on your balance sheet. 
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Blank financial statements for projections 


Prepaid expenses (@.g. insurance) 


FIXED ASSETS 
Land 


LESS Accumulated Depreciation 
Emu 


ipment 
LESS Accumulated Depreciation 


TOTAL ASSETS 


LIABILITIES 

CURRENT LIABILITIES 
Accounts pay able ch) Soe | 
Acctued expenses eS | 
Rent deposits < ee | 


Matgage pincpeldvein = ta] 
next 12 months 


11412+13+14 = 
LONG-TERM LIABILITIES 


Mortgage pay able 
TOTAL LIABILITIES 


OWNER'S EQUITY 
Capital 


TOTAL LIABILITIES AND EQUITY 


D) Cash-flow Planning 


OPERATING EXPENSES 
Morigage interest 
Property tax 
Maintenance 
Repairs 
Insurance 
Utities 
Miscellaneous expenses 
Depreciation 


Total operaling expenses 


| Sa 
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The next step is cash-flow planning. This will tell you if there will be 
cash available at any time that you need to pay utility bills, meet 
maintenance costs, or make capital repayments on mortgages and 
loans. It is a chart showing when you’ll be paying out money from 
your bank account and when you will be depositing money you have 
received. You want to ensure that you can meet your financial obliga- 
tions throughout the next twelve-month period. In the example of a 
cash-flow chart below, you will see that the estimate is followed by a 
column for actual expenses and income, so that you can check your 
own accuracy in predicting cash flow. If you see that you will be 
short of cash at any point, you will need to arrange for a short-term 
loan (an “operating” loan) or an injection of your own personal cash 
into the business. 


Once you have completed your business plan, ask one or two people 
whom you respect — another business person, or your accountant or 
lawyer — to read it and provide you with constructive criticism. 
They may discover flaws, raise unanswered questions, point out 
aspects you glossed over, or identify an additional opportunity. 
Getting advice at this stage can help you avoid unnecessary mistakes 
and take advantage of creative, experienced suggestions. 
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3 “PROJECTED CASH FLOW CHART 


| 8 monte) : 
Minor Repairs and Maintenance 
eee reeyues | 


However, although it is helpful to work with professionals in prepar- 
ing your financial statements, you do need to be able to understand 
the statements yourself. It is not necessary to become an expert, but 
you should have a basic knowledge of sound accounting principles. 


Keeping 
» Records 


A) Financial Records The financial records of your business will include such things as 
individual tenant records, bank statements, income tax statements, 
property tax assessments, repair bills, utility bills, ledgers and jour- 
nals. You should also keep interim balance sheets and income state- 
ments. These are similar to year-end reports, except that they give 
the figures for a single month or quarter, preferably with the year-to- 
date figures shown too. They allow you to compare your actual 
income and expenses with your cash-flow projections and your 
projected income and expense statement. You may need to alter your 
plans periodically to match new economic realities. 
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Failure to keep records from the start is a problem that plagues many 4 
small businesses. Without records, there are no controls, and without 
controls, you cannot manage your business effectively. 


Financial records are important to the landlord for four reasons: 


e You have to satisfy the legal requirements for reporting income 
and profits for tax purposes. 


e Banks and lending institutions will want to see records when 
a loan is requested or renewed. 


e You will need accurate records for the province’s Rent Review 
system. 


e You need records for your own management purposes, so 
that you see potential financial problems developing before 
they become overwhelming. If your ship is sinking, you need 
to notice the water before it reaches your neck. Maybe you can 
turn on the sump pumps. 


This month Year to date 9 


RENTAL INCOME 900000 


OPERATING EXPENSES 
Mortgage interest 
Property tax 
Maintenance 
Repairs 
Insurance 
Utilities 
Miscellaneous expenses 
Depreciation 
Total operating expenses 


NET INCOME 
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> You may decide to purchase the services of an accountant to help you 

| set up your financial record system. If you do, the money will be well 
spent. Your accountant can show you how to use a ledger book to 
keep a running total of income and expenditures. Every item you 
spend money on should be entered; all income should be entered. The 
more clearly you organize your business records, the less time your 
accountant will have to spend deciphering them at tax-time, and the 
lower the yearly accounting bill will be. 


Always keep your business transactions totally separate from your 
personal finances. It’s tempting to think that you and your company 
are one and the same, especially when you are putting so much time 
and energy into the business. But dipping into business funds when 
you’re short of personal cash can cause serious problems. It is better to 
think of yourself as an employee drawing a salary which is a business 
expense. Of course, any clear profit which the business does not need 
to survive and grow is yours. 


B) Administrative Records Invest ina box file for the hundreds of pieces of paper you will collect 
and divide it into as many separate categories as you can think of, 
such as: 


/ e Insurance Policies 

¢ Copies of Newspaper Advertisements 
! e¢ Blank Tenant Application Forms 
,) e Blank Tenant Lease Forms 

e Blank Lease Renewal Forms 


For rent regulation purposes, your box file should hold a detailed 
record of past and current leases, notices of rent increases, proof of 
service of notices of rent increases, and building maintenance records. 


Each rental unit requires its own file. In it, list the tenant’s name, 
phone number at work and at home, nearest-of-kin, and references 
given at time of application. Note the move-in date, the lease-expiry 
date, the amount of rental, and whether you were given a final-month 
rental cheque. (You must pay interest of 6 per cent annually on this 
money to your tenants.) Record the date on which rental is paid each 
month so that you can see a pattern and know whether you should 
worry if the rent is a day late. Include a list of any damages noted in 
the unit when the tenant moved in, signed by you and the tenant. 
Note when the unit was last painted, appliances serviced, broadloom 
shampooed. Keep a record of any complaints and follow-up corres- 
pondence. 


a 
} 
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Rental unit record 


aintenance Report 
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According to the Income Tax Act and Regulations, if you derive 
3 , Taxes income from tenants, you have to pay taxes on that income. How- 
ever, any reasonable expenses you incur in earning rental income 
may be deducted. Revenue Canada may ask you to provide proof 
that claims for costs and expenses are legitimate. If you are unable to 
do this, your claim will be disallowed, and this could result in the 
assessment of additional tax and interest. Keep detailed records of all 
money collected and paid out. Purchases and operating expenses 
must be backed up with invoices, receipts, contracts, or other docu- 
ments. 
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) The following types of expenses can be deducted from rental income 
in the year in which they were paid: 


¢ property taxes on the rental property; 
* annual premiums paid for insurance on the rental property; 


¢ maintenance and repairs which do not significantly improve the 
property (see below for those that do); 


¢ advertising for tenants; 
¢ heat, light and water, unless your tenant bears those costs; 


e interest on money borrowed to purchase, maintain or improve 
the rental property (such as the interest on a mortgage); 


e salaries paid to superintendents, property managers and other 
people employed in the operation of the property; 


¢ accounting expenses (such as your accountant’s fee); 


e legal expenses other than those incurred for the purchase or sale 
of the property (such as fees paid for lease preparation or collec- 
tion of overdue rents); 


¢ commissions to rental or collection agents; 
e landscaping of grounds around a building; 
" e office expenses; 


e travel expenses if the travel was directly and solely related to 
rental business; 


e interest paid to tenants on rental deposits held; 
¢ condominium fees. 


The following types of payments are not totally deductible in the year 
payment was made. They can be written off as capital cost allow- 
ances over a number of years. 


e purchase price of the rental property (excluding the cost of the 
land, but including legal and other costs involved in the pur- 
chase); 


e purchase price and replacement cost of equipment in the rented 
unit (such as furniture or appliances); 


e significant improvements which extend the useful life of the 
property (including repairs which make an older building suit- 
able for rental). 
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Renting Out a Portion of YourOwn Home 


If you rent out a part of your house, you can claim deductible ex- 
penses on a proportional basis. For example, if you live in two thirds 

of the house and tenants occupy the other third, you can deduct one | 
third of the expenses which are incurred by the entire house (prop- | 
erty taxes, utilities, insurance, mortgage interest, and general mainte- 
nance). You can also deduct all the expenses which arise from the 
tenants’ section of the house (such as repairs and newspaper adver- 
tisements). Capital cost allowances on the purchase price of the 

building and other items will also be calculated on a proportional 

basis. However, you may also have to pay capital gains tax on the 
proportion of the house that is rented when you sell the property. 

Check with your accountant for the current regulations. 


Deferring taxes 


When you reach the enviable position of deriving a sizable income 
from your rental property, you will need to consult with your ac- 
countant on ways to save on income tax. Deferral of taxes through a 
Registered Retirement Saving Plan is one method worth considering. 
Another sound idea is to pay off your home mortgage. Remember 
that if you are in the marginal tax rate of 40 per cent and are paying a 
mortgage rate of 12 per cent, you are probably actually paying 20 per 
cent on that mortgage, because you are paying with after-tax dollars. 
Paying off your mortgage at the earliest possible time will eliminate 
what is usually the biggest single after-tax cost for an individual — q 
the mortgage on a personal residence. However, check with your 
accountant. You are allowed to write off the mortgage interest on 
your rental unit as an expense. And mortgage costs will be an impor- 
tant factor if you apply to the Rent Review system to permit you to 
raise your rentals. So it may not be advantageous to pay off the entire 
mortgage of a rental property. Check with your Rent Review con- 
sultant on this point. 


Tax Payment Schedule 


If you own the building personally or with a partner, you must send 
Revenue Canada a quarter of the taxes you owe four times a year, 
paying the tax as you earn the income. If you form a company (see a 
description of the advantages and disadvantages of incorporating in 
the next chapter), you must pay taxes on a monthly or bi-monthly 
basis. Consult your accountant or call or write to your District Taxa- 
tion Office for more details. 
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) 4 Hiring You may decide to do the routine bookkeeping yourself, only turning 

esha Help to your accountant for the year-end financial statements, or you may 
hire someone to do your bookkeeping. In Chapter 3 there is a section 
on hiring a professional property manager who will keep your books 
as well as performing many other jobs for you. Professional property 
managers will collect rents, pay bills, arrange insurance, and keep 
your records, all for a fee plus costs. It is up to you to decide whether 
you are prepared to pay to have those financial tasks taken off your 
hands. 


Resources Starting a Small Business in Ontario, published by the Ontario Ministry 
es Of Industry, Trade and Technology 


Small Business is Good Business, published by the Canadian Federation 
of Independent Business 


Minding Your Own Business, a series published by the Federal 
Business Development Bank 


How to Prepare a Business Plan, published by the Ontario Ministry of 
Industry, Trade and Technology 


) Start Your Own Business, a television-based learning series by 
« TVOntario 


Rental Income, a pamphlet offered by Revenue Canada 


Establishing a Small Business, published by the Department of 
Regional Industrial Expansion, Minister of State (Small Businesses 
and Tourism) 


Ontario Ministry of Industry, Trade and Technology, with 18 offices 
across Ontario, offers counselling services and assistance programs. 
The Small-Business Hotline, toll-free number: 1-800-387-6142 


The Business Information Centre, Federal Business Development 


Bank, offers counselling and information. 204 Richmond Street West, 
Toronto, Ontario M5V 1V6, (416) 973-0062 
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Ontario Ministry of Housing Regional Programs offices: ( 


Ontario Ministry of Housing 
Hamilton (Southern Office) 
55 Hess St. South 

Hamilton, Ontario 

L8P 4R8 


(416) 521-7500 
If you are calling long-distance, dial toll-free 1-800-263-8295 


Ontario Ministry of Housing 
London (Southwestern Office) 
380 Wellington St., Suite 1100 
London, Ontario 

N6A 5B5 


(519) 679-7110 
If you are calling long-distance, dial toll-free 1-800-265-4733 


Ontario Ministry of Housing 
Ottawa (Eastern Office) 

1150 Morrison Drive, 2nd Floor 
Ottawa, Ontario 

K2H 8589 


(613) 820-8305 
If you are calling long-distance, dial toll-free 1-800-267-6108 ( 


Ontario Ministry of Housing 
Sudbury (Northern Office) 
1191 Lansing Avenue 
Sudbury, Ontario 

P3A 4C4 


(705) 560-6350 
If you are calling long-distance, dial toll-free 1-800-461-1190 


Ontario Ministry of Housing 
Thunder Bay (Northwestern Office) 
540 Arthur St. West 

Thunder Bay, Ontario 

P7E SRZ 


(807) 475-1465 
If you are calling long-distance, dial toll-free 1-800-465-5015 


Ontario Ministry of Housing 

Toronto (Central Office) 

4950 Yonge Street, 4th Floor 

Toronto, Ontario 

M2N 6K1 

(416) 225-1211 

If you are calling long distance, ask the operator for Zenith 20450 
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landlords already operating who need to borrow money to 

finance renovations or an expansion. Obviously, those 

considering the purchase of a building will have different 
needs from those who already own a building and want to improve 
it. But both of them will need money. 


T his chapter is directed at prospective landlords as well as 


For the prospective purchaser, the primary focus will be to convince a 
lender of the building’s investment potential. The focus for the 
person needing money for renovations will be to show a lender how 
improvements will add to the building’s income potential, short-term 
and long-term, and improve cash flow. 


Anyone purchasing a building for rental purposes has to research the 
purchase as carefully as a business person would research an existing 
business before taking it over. The building is your business, just as 
the tenants will be your customers. Check its background, take a hard 
look at its present, and be cautious about its future. 
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Buying The first step is to know what you are purchasing — to look at the \ 
1 a Propert books to determine whether the building is a wise investment. You 

33 Perey have to balance the cost of the property plus necessary repairs against 
the potential rental income. 


A clear title — no liens on the property — is essential. You can doa 
search of the title at the registry office yourself or your lawyer can do 
this as part of closing the deal. 


It is also essential to check before buying a rental property that the 
rents current tenants are being charged are legal according to the rent 
review system. (See Chapter 4 on “Rent Review”.) 


For example, if you buy a property with several units each renting for 
$500 per month, you will draw up a business plan expecting $500 per 
unit this year, plus the rent regulation guideline increase for next 
year. But if the rents were raised illegally several years ago, one of 
your tenants could apply to the Ministry of Housing for a rent rebate 
and a roll-back of the current rent. If the application is successful, you 
will have to rebate money to your tenants and rents will be rolled 
back, even a couple of years, which means that $500 a month could 
become $400 a month, and the increase you were counting on would 
actually be a 20 per cent decrease. 


To check the legality of the building’s rents you can hire a profes- 

sional with experience in the Rent Review system. (Even a real estate 
specialist may not know much about Rent Review.) Landlord organi- 4 | 
zations can help you find a Rent Review consultant or a lawyer with | 
relevant experience. You can also call the Rent Registry or your local 
Rent Review office to find out about the history of the building. (For 
more information on Rent Review, see Chapter 4). 


Make it a condition of your offer-to-purchase that you be allowed to 
see the previous owner's financial books, if the building is already 
being run as a rental property. Have your accountant go over the 
books with you to see if the income and expenses make the building a 
feasible proposition. You may want to do a feasibility study using 
the form shown opposite. 


If the building has not been a rental property in the past, it is impor- 
tant to check that zoning by-laws will not stop you from converting 
all or part of your property into rental accommodation. You can 
confirm this with the planning department of your local municipal- 
ity. It is possible to get properties re-zoned, but the process can be 
long and you will not be earning rent from the building in the mean- 
time. Even if the property you are considering purchasing has been 
used as a rental property for some time, the use could be illegal if the 
property is not zoned for rentals. So zoning by-laws should be care- 
fully checked before any purchase. 


You have three choices: to put the property into your own name, to | 
take on a partner, or to incorporate the property, which means to 3 | 
form a company that officially owns and manages it. Most people are | 
familiar with the first two styles of business. Incorporation is more 
complex. 
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PURCHASE PRICE MORTGAGE 


Total purchase price 
Land sllocation Langth dey 


Annual payment 
(Privcipal & hisred) 


Purchaser's Income Tax Bracket 
(inclusive of this property} 


SUMMARY OF CASH AND TAX BENEFITS OF OWNERSHIP 


10 year total 10 year average 


‘ Gest tow(d) 


shop from other taxable income) (/) + 
: Sib od trains i 
Total cash benefits atter taxes (kK) 
A Pecedpal ainetan (b) 
7. Tetal cash and amortization benefits ater taxes (1) 


Determining Incorporation is the best way of limiting your personal liability. That 
iz the Best means that if you went bankrupt, you would lose your capital invest- 
L | Struct ment, but you would not lose your own home or personal savings in 
a Legal oiructure order to pay the bank back for mortgage money, or to pay your ten- 
ants if they sued you. This is probably the best option in a high-risk 
investment. 


However, a district court judge has recently ruled that as a corpora- 
tion you are not allowed to evict a tenant to live in the building. So if 
you are planning to move into one of the units when you retire, 
incorporation is not advisable, unless you’re willing to wait for a unit 
to become vacant. 


Consult your lawyer or accountant and read the summary below to 
decide whether sole ownership, partnership, or incorporation suits 
your needs best. 
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Comparison of ownership types 


ieee 


Ease and low cost of formation 
Greatest freedom from regulation 
Owner in direct control 

Tax advantage 

All profits to owner 


Unlimited liability 
Difficult to raise capital 
Solely responsible for all work involved 


Sole 
Proprietorship 


Ease and low cost of formation 
Additional sources of capital 
Possible tax advantage 
Limited outside regulation 
Shared management responsibilities 


Partnership Unlimited liability 

Divided authority 

Difficulty in raising additional capital 
Hard to find suitable partners 
Personality conflicts 


Corporation Limited liability 
Easier to raise capital 
Possible tax advantage 


Closely regulated 
High cost of formation 

Extensive record-keeping necessary 
Federal and provincial taxation 


A) Sole Proprietorship This form of company is the easiest to set up. A sole proprietorship is 


not required to be registered if the business is carried on under the | 
owner's name. If the business uses a name other than the owner’s or 

adds “and Company” or other words, a declaration must be filed 

within 60 days with the Partnerships Registry, Companies Branch, of 

the Ministry of Consumer and Commercial Relations. (The address 

and telephone number are given at the end of this chapter.) 


This can be done in person or you can send for an application form 
and return your registration in the mail. The registration of the name 
does not in itself mean that you have exclusive use of that name in 
Ontario. The ministry has no obligation to avoid name duplication or 
to advise anyone registering a name that it has been previously regis- 
tered. You are responsible for checking that the name is not already 
in use. Upon request and for a small fee, the ministry will check its 
files and provide the addresses for any other companies that carry 
that name. 


All that you need to file at tax time is your usual personal income tax 
return, enclosing a copy of the financial statements of your company. 


The disadvantage of this kind of business is that if it fails, your bank 
and suppliers can come after your personal assets as payment of 
outstanding bills or repayment of loans. 
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® B) Partnership Partnerships must be registered under the Partnerships Registration 
| Act by filing a declaration within 60 days with the Partnerships 
Registry, Companies Branch, of the Ministry of Consumer and Com- 
mercial Relations. (The address and telephone number are given at 
the end of this chapter.) 


All partners must sign the registration form. In a limited partnership, 
partners are liable only to the extent of the capital they have contrib- 
uted. A limited partner becomes a general partner if he or she takes 
part in the management of the partnership. For details, refer to the 
Limited Partnership Act, available at the Ontario Government Book- 
store. 


C) Corporation Incorporating is usually done for business on a larger scale. It is more 
expensive and more complicated than the other two systems. Typi- 
cally, incorporation can cost between $500 and $1,000, including legal 
fees. 


Incorporation is the best way of limiting your personal liability. That 
means that if you went bankrupt, you would lose your capital invest- 
ment, but you might not lose your own home or personal savings. 
However, incorporating is ineffective as risk protection if you person- 
ally guarantee your loans, which your lender may insist that you do. 


You must file both provincial and federal corporate income tax 
returns and other reports on your business required by both levels of 
® government. As sole shareholder in a corporation, you may be able to 
4 save money by deferring taxes, particularly in the first couple of 
years. A lawyer or accountant will be able to advise you on this 
possible advantage. 


A corporation must have a board of directors, but you are allowed to 
appoint yourself to all the different positions on your own board. 
There are regulations governing the way that corporations are run, 
and an official minute book must be kept with records of sharehold- 
ers’ meetings and other details about the corporation. Your lawyer 
can advise you about these matters. 


Persons wishing to incorporate a business must file with the Exami- 
nation and Notice Section, Companies Branch, of the Ministry of Con- 
sumer and Commercial Relations. (The address and telephone num- 
ber are given at the end of this chapter.) 
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A) Types of Loans 


Purchase and 
renovation: 


Renovation: 


Purchase of 

equipment: 
_ Repairs: 
Cash-flow 
problems: 


Bridge 
financing: 


Appropriate Types of Loans: 


mortgage 
mortgage or 
long-term loan 


long-term loan 


short-term loan 
line of credit 


line of credit or 
short-term loan 
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There are really only two kinds of financing available to you to start 
and operate your own business: your money, called equity, or some- 
one else’s money, called a loan. 


Loans can be borrowed from friends, relatives, investors, and such | 
institutions as banks, trust companies, credit unions, venture capital | 
loan companies, or the Federal Business Development Bank. 


Equity is the investment that you make in your business, usually in 
the form of cash. The cash may come from your bank account, or 
from bonds or investment certificates that you convert into cash. You 
must be prepared to accept that it is your equity that will be lost first, 
if the business fails. The amount of equity which you are able or 
willing to put into your business will often determine how much 
money you will be able to borrow. After all, if you are not prepared 
to accept a degree of risk, why should the lender? 


However, if you are willing to share future profits, you may be able 
to find a partner willing to contribute equity, thus expanding your 
purchase capabilities and the potential scale of your investment. Your 
partner will then also share in the risk of loss. 


When you go to see your prospective lender, you need to know 
exactly what you are proposing — what the funds are for, how much 
money you'll need to borrow, whether you want a mortgage, a long- 
term or short-term loan, or a line or credit, and what size of monthly 
payments you can meet. 


i. Mortgages 


If you are granted a loan and that loan is in the form of a mortgage, 
the property itself becomes the security. Even if you already have a 
mortgage on the property, you can get more financing in the form of 
a second mortgage. Whether it is a first or second mortgage, your 
income from the property must at least cover your costs. In other 
words, the sum of the rent from all the units must be more than the 
sum of your principal and interest payments, utilities, taxes, and any 
other operating costs, with a margin for contingencies. 


If the property is a single-family house, make it clear to the lender | 
that part or all of the building will become a rental unit. You need to 
know from the start whether this fact will affect the mortgage rate. 


Generally a bank will lend you up to 70 or 75 per cent of the value of 

the property. You have to come up with the remaining 25 or 30 per 

cent — the down payment. You may be able to raise some of this 

through a second mortgage or another type of loan. It is also possible 

to get an insured mortgage, which means a mortgage insured by 

Canada Mortgage and Housing Corporation, or a private mortgage 
insurance company. In return for a premium — around 2 to 3 per 

cent of the loan — your mortgage can be as much as 85 per cent of the 
value of the property. In any case, a minimum of 10 per cent of the 

down payment must be cash, not borrowed. ( 
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_ Amortization Table: 
Factors for $1,000 at the rate 
and amortization indicated. 
-_(e.g., for a $100,000 
mortgage at a rate of 10%, 
amortized over 25 years: 
$100,000 x 8.945 + 1,000 = 
$895 per month) 


Syrs 10yrs i5yrs 20yrs 25yrs 30yrs 


20.679 12.579 10.045 8.892 8280 7.928 
95 20.913 12.840 10.332 9.202 8.610 8.276 
10.0 21.148 13.103 10.623 9.517 8.945 8.627 

105 21.384 13.369 10.916 9.835 9.283 8.981 
11.0 21.621 13.637 11.213 10.156 9.625 9.339 
115 21.859 13.908 11.513 10.481 9.971 9.700 
12.0 22.098 14.180 11.816 10.810 10.319 10.064 
125 22339 14.455 12.122 11.141 10.670 10.430 
13.0 22.580 14.732 12.430 11.475 11.024 10.798 
13.5 22.822 15.011 12.742 11.812 11.380 11.168 

— 14.0 23.066 15.292 13.055 12.152 11.739 11.539 

145 23.310 15.575 13.372 12.494 12.099 11.912 

15.0 23.556 15.860 13.690 12.838 12.461 12.287 
23.801 16.146 14.011 13.184 12.825 12.662 
24.049 16.436 14.334 13.532 13.191 13.038 
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It may be to your advantage to borrow 85 per cent — the maximum 
level of financing recognized for Rent Review purposes. High financ- 
ing costs may be considered as grounds for rent increases. 


When you are choosing a mortgage, there are several factors to con- ) 
sider: 


Interest Rates 


While a one-year mortgage normally has a lower interest rate thana 
three-year or five-year mortgage, the longer-term mortgages offer more _ 
stability. You are not taking the risk that interest rates will rise rapidly, 
affecting your financial plan when you have to take out a mortgage at a 
higher rate the following year. 


Size of Payments 


You have to decide whether you are going to pay the maximum princi- 
pal plus interest you can afford each month, in order to pay off the loan 
more quickly, or whether you need to keep some cash in reserve for 
future improvements or emergencies. You can calculate your monthly 
payments using the chart shown. 


Paying off the loan quickly is not always advisable: see the next point. 
Prepayment of Principal 


You can save a lot of money by paying off the loan as early as possible, 
if you have the cash available. However, there are implications for the 

rent review system if you pay off the mortgage early. Where a landlord 
has received permission to raise rents above the official guidelines | 
because of an increase in the interest rate on the mortgage, and thenthe _ 
mortgage is paid off completely or the interest rate is reduced, tenants | 
can apply to have their rent increases reduced. (See Chapter 4 on “Rent _ 
Review”.) | 


Amortization Period 


The amortization period is the length of time it will take you to pay off 
the mortgage at a certain rate. The standard period is 20 to 25 years for 
first mortgages, and 5 to 10 years for second mortgages. If you prefer 
to have lower monthly payments, you may choose the longest amorti- | 
zation period permitted by the lender. If your cash flow situation is 
good, you can make higher monthly payments and pay off the mort- 
gage in less time. But regardless of the actual amortization period, Rent 
Review will base your costs on a 25-year amortization period. This will 
probably mean that you will not benefit from paying off your mort- 
gage early. 


ii. Bridge Financing 


Bridge financing is a loan usually granted bit-by-bit over a period of 
time and usually at an unfavourable rate. It is frequently used to 
cover renovation costs as they come due during construction. As 
soon as the renovation is complete, a first or second mortgage or 
long-term loan can be taken out at a better rate (based on the new 
higher value of the building) to pay back the bridge financing. 
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iii. Line of Credit 
A line of credit is an agreement by the bank that you can spend more 
money than you actually have in your account, up toaset limit. This | 
debt is automatically repaid as soon as income is deposited into your | 
bank account. It is a great convenience at times when your cash flow 
is slow, but should not be abused. 


B) What the Lender The lender is looking for three things in order to decide whether you 
is Looking For are a good credit risk: 


e the size of the financial commitment that you personally are 
making in this property. 


e the security (collateral) you can offer, which usually means the 
market value of the property itself. If you default on payments, 
the lender will be able to take over the property and sell it to get 
back the money it lent. But that doesn’t happen often and the 
lender wouldn’t agree to put down the money if that seemed a 
strong possibility. The lender will also look at other security you 
may have—a separate home which you own and live in, life in- 
surance policies, marketable securities. 


e¢ whether you are a good manager, partly shown by the accuracy 
and comprehensiveness of the business plan you produce. 


Don’t be surprised if the bank asks for a substantial guarantee against 
the loan it is making. The bank is risking losing money ina business / 
in which making money is the name of the game, and you will be 

asked to put everything on the line in order to lessen the bank’s risk. 


But always remember that you are the customer, and that you are 
paying for a service. You are entitled to say the terms are not accept- 
able, and you are entitled to bargain or negotiate, after shopping 
around at various institutions for the best rate. Your success will 
probably depend on the specific borrowing climate at the time. 


C) Preparing a Loan In Chapter 2, drawing up a business plan was discussed in detail. 
Application Fora Now that you have those figures organized and available, you are 
Prospective Lender able to present them in a formal plan to a bank or other lender. Banks 

are generally unwilling to spend time processing incomplete loan ap- 
plications. The chances of your application being read and favourably | 
received are vastly increased if you use a standard style and format. 

A bundle of handwritten notes won’t impress anyone. This is a busi- 

ness plan, not a scrapbook. 


The application should be comprehensive but not complicated, so 
that people who know nothing about your proposal can follow your 
planning logic. Organize your material as clearly as possible, avoid- 
ing the use of jargon. Type with double spacing and add adequate 
margins for making notes. It will help your reader too if you use 
headings and sub-headings generously throughout the document. 
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®) Contents of a Loan Application Begin with a title page that gives your name or the name of your 
Peeetera ry of oes purchase company, the building s location, the date, and the period that the 
and rental plans plan covers. Follow it with a detailed table of contents. 
ii. a background description of i; Summary of your purchase and rental plans 
the building and local mar- 7 , 
ket conditions This is where you express your objectives in terms of rental units and 
iii. cost of building and/or dollars over the following 12, 24, and 36 months. In addition, explain 
renovations your long-term goals — expansion, renovation, additional units, Rent 
Rann oarine or haw the buck. Review strategy. The lender will want to know who is involved in the 
ness will be managed day-to- investment — a sole owner, a husband-and-wife team, a limited 
day partnership, or a corporation. (See the beginning of this chapter for 
v. a financial plan, complete more detail on the relative advantages.) 
with a balance sheet, income JP lee Vee 
and expense statement, and ii. Background of the building and local market conditions 
| projections. 


Describe the building (size, structure, age, number of rental units) 

and state whether it has been used as a rental building before and if 
any of the tenants are still resident. The location is also important; if 
possible, include an assessment of the demand for rental accommo- 


vi. list of rents, actual and 
projected 


vii. your personal finances 


Viii. details of cash currently dation in the neighbourhood. 
available, plus your other 
sources of income, such as a Useful statistics on average rents and vacancy rates for most market 
regular job, and possible areas can be obtained from your local Canada Mortgage and Housing 


financing available from | 
elsewhere 


Corporation Market Analyst. (Telephone numbers are listed at the 


end of this chapter. 
ix. your personal background See 


and experience iii. Cost of building/renovations 
| ) x. amount of financing needed. 


Give the purchase price plus lawyer’s fees , taxes and other start-up 
costs. If you are borrowing money for renovations, enclose the de- 
tailed estimates described in Chapter 6. 


iv. Day-to day operations 


Describe how you plan to run the property: will you do the routine 
maintenance and administrative work yourself, or will you hire a 
superintendent or a property manager? If you plan to hire someone, 
how does this affect your operating costs? 


Vv. Financial Plan 


Your financial plan is perhaps the most important aspect of your 
business plan both to you and to the investor or loans officer. It 
should outline your projected income and expenses month by month. 
In order to warrant a loan, your plan does not have to show that you 
will make a profit during the first year or even the first years, but 
there must be light at the end of the tunnel — a return on your invest- 
ment of energy and money within a realistic time frame. 


)) 
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vi. List of Rents rf 


If you have tenants already in the building, rental income is easy to 
calculate. Be sure that the rents you use for your calculations are 

legal. If you are intending to turn the building into rental units or | 
renovate and apply to raise the rents, you are working on supposition 

and must be ready to be challenged by the lender. 


Vii. Your Personal Financial Situation 


The first six points show the financial situation of your business. 
Even if your business is incorporated a lender will also want to know 
about your personal financial situation. List all of your personal 
assets, including cash, financial investments and property, and all 
your outstanding debts. 


Statement of personal net worth 


a RS 
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oo 
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[Canada Savings Bonds |) eee eee 
[Lite insurance cash value! [Ee 
[Stocks & Bonds S| ee ee 
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viii. Cash and financing available 


State here how much cash you have available to put into the business 
as equity, and mention any loans you have been or may be able to get 
from other sources. 


ix. Background and experience 


In this curriculum vitae, list the job experiences and abilities you have 
which would make you seem a better credit risk to the lender. Have 
you, or others involved in your business, had experience with book- 
keeping before? Are you handy and able to save money by fixing the 
house yourself? Have you been promoted to positions of responsibil- 
ity in your past employment? Have you run a successful business 
before? 
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» xs Financing needed 


This is the crux of your plan as far as the lending institution is con- 
cerned: how much you want to borrow and when you will be able to 
pay it back. After reading the solid information and reasoning which 
you have presented in the professional plan outlined above, the 
lender may be more receptive to lending you the sum you need. 


The Consolation Prize If the banker turns you down, it may be a blessing in disguise. Your 

_ OW! personal assets and those of your business are certainly at 
greater risk than the money the lending institution was being asked 
to risk. Perhaps the banker’s objectivity and lack of enthusiasm will 
make you look at your project more critically and either scale it down 
or modify it radically to make it more practical and, therefore, ulti- 
mately more successful. 


Resources How to Prepare a Business Plan, published by the Ontario Ministry of 
Ws § Industry, Trade and Technology 


Start Your Own Business, a television-based learning series by 
TVOntario 


For information on registering a sole proprietorship ora 
| partnership, contact: 
» Partnerships Registry 
Companies Branch 
Ministry of Consumer and Commercial Relations 
393 University Avenue, 2nd Floor 
Toronto, Ontario 
M7A 2H6 
(416) 963-1111 


For information on incorporating a business, contact: 
Examination and Notice Section 

Companies Branch 

Ministry of Consumer and Commercial Relations 

393 University Avenue, 2nd Floor 

Toronto, Ontario 

M7A 2H6 

(416) 963-1111 


Copies of the Limited Partnership Act can be purchased from: 
Ontario Government Bookstore 

880 Bay St. 

Toronto, Ontario 

M5S 1Z7 ; 

or ordered by telephone at (416) 965-6015 

If you are calling long-distance, dial toll-free 1-800-268-7540 
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Local Rent Review Offices: the numbers of the 21 local offices are \ 
listed in Chapter 4. If you are calling long-distance, ask the operator 


for Zenith 9-6000 (toll-free). 


The Federal Business Development Bank provides seminars, informa- 
tion and counselling for small businesses. Call the Business Informa- 
tion Centre for the branch nearest you: (416) 973-0062. 


Housing statistics are available from the Housing Market Analysts at 
local CMHC offices: 


Ontario Regional Office, CMHC 
Suite E222 

Atria North 

2255 Sheppard Ave. East 
Willowdale, Ontario 

Tel. (416) 498-7300 


Barrie Office, CMHC 
Suite 701 

The Municipal Tower 
70 Collier St. 

Barrie, Ontario 

Tel. (705) 728-4811 


Hamilton Office, CMHC ® 
Suite 202 

350 King St. East 

Hamilton, Ontario 

Tel. (416) 572-2451 


Kingston Office, CMHC 
Suite 402, 4th Floor 

259 King St. East 
Kingston, Ontario 

Tel. (613) 547-2457 


Kitchener Office, CMHC 
6th Floor 

Commerce House 

50 Queen St. North 
Kitchener, Ontario 

Tel. (519) 743-5264 


London Office, CMHC 
4th Floor 

285 King St. 

London, Ontario 

Tel. (519) 438-1731 
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593 Main St. East 
2) North Bay, Ontario 
Tel. (705) 472-7750 


Oshawa Office, CMHC 
Suite 200 

2 Simcoe St. South 
Oshawa, Ontario 

Tel. (416) 571-3200 


Ottawa Office, CMHC 
1500 Merivale Rd. 
Ottawa, Ontario 

Tel. (613) 225-6770 


Peterborough Office, CMHC 
251 Charlotte St. 
Peterborough, Ontario 

Tel. (705) 743-3584 


Sault-Ste-Marie Office, 
CMHC 

2nd Floor 

Station Tower 

421 Bay St. 
Sault-Ste-Marie, Ontario 


» Tel. (705) 759-1116 


Sudbury Office, CMHC 
Suite 306, 3rd Floor 
Scotia Tower 

30 Cedar St. 

Sudbury, Ontario 

Tel. (705) 675-2206 


Thunder Bay Office, CMHC 
Suite 302 

West Arthur Place 

1265 Arthur Street 

Thunder Bay, Ontario 

Tel. (807) 623-3496 


Toronto Office, CMHC 
650 Lawrence Ave. West 
Toronto, Ontario 

Tel. (416) 781-2451 


Windsor Office, CMHC 
Suite 410 

100 Ouelette Avenue 
Windsor, Ontario 

Tel. (519) 256-8221 
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» Rent Review 
yo Big Bu ‘HUMAN? 


helter is one of most basic needs. Many people 
believe that in a civilized society human beings have a 
right to decent shelter or housing, and that the govern- 
ment has an obligation to ensure that everyone has a place 
to stay. If people cannot afford to rent a home, then the government 
should step in to regulate rent increases or provide government 
housing. That is the philosophy behind rent controls. 


Landlord support groups have argued that the government should 
allow the market to determine rents, while subsidizing the rents of 
tenants who need help. 


Whether you agree that rent controls help to ensure that everyone 
can afford a place to stay, or whether you argue that rent controls 
actually discourage potential landlords and result in a shortage of 
rental housing, the fact is that Ontario has rent controls and landlords 
have to abide by them. 


You can set the initial rent for a new unit as high as you think the 
market can bear, but after that you are under the jurisdiction of the 

‘a Rent Review system and must comply with official rent-increase 
levels or go through the Rent Review process to justify a higher 
increase. 
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| Residential Rent The Residential Rent Regulation Act was passed in 1986 and ee 4 
: the rent regulation system for the entire province. It affects all land- 

. Regulation Act lords of SS etl ae buildings in Suet except for a few 

— exempted categories listed at the end of this chapter. It regulates the 

rent increases that you can charge for your rental units, and therefore | 

it affects the revenue you get from your investment in those units. 

The Act was drafted taking into account an agreement reached by a 

committee of nine landlord and nine tenant representatives, aimed at 

providing an improved and fair system. 


According to the Act, the rent for a unit can be increased only once in 
a 12-month period. In other words, there must be at least 12 months 
between each rent increase in a unit, even if a new tenant moves in, 
and even if you buy a building and inherit the tenants living in it. 
Landlords must give tenants 90 days’ written notice of the upcoming 
rent increase. Notice must be served on the tenants strictly in accor- 
dance with the rules, otherwise the notice may be legally invalid. 


Rent Review The Rent Review Guideline is the amount by which a landlord can 
Guideli increase the maximum rent for a unit each year without approval 
a Uullderine from the Ministry of Housing. 


The Rent Review Guideline will be adjusted each year by the Minis- 
try of Housing to respond to changes in economic conditions in the 
province, providing tenants with greater protection in times of high 4 
_ _ inflation. To calculate the guideline, the Ministry uses a formula 
The first Rent Review Guideline which takes into account the average changes in the operating costs 


under the new Act was set at 4 of maintaining a typical, well-run building during the previous three 
per cent in 1985. In 1987 it was years 


increased to 5.2 per cent. In 

1988, it was reduced to 4.7 per Costs considered are heat, water, hydro, municipal taxes, mainte- 

| cent. nance, etc. To monitor changes in these costs, the formula uses com- 

ponents of the Consumer Price Index and other economic indicators. 
Thus, the guideline dropped between 1987 and 1988 because of a 
decline in energy costs, combined with a general easing of inflation. 


By August 31 of each year the Ministry of Housing will announce the 
Guideline for the upcoming year, giving landlords and tenants time 
to prepare for rent increases scheduled from January 1 in the new 
year. 


Even if you are raising the rent by only as much, or less than, the 
guideline permits, you still have to give a minimum of 90 days’ 
written notice that the rent will be raised. You must use the correct 
form for this. The notice must state the increase in both dollar terms 
and as a percentage of the current rent, and must also show the 
maximum legal rent for the unit. 
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. Notice of Rent Increase form for increases within the Guideline 
a} Ministry Form 1 
&) * NOTICE OF RENT INCREASE 
as Sens Residential Rent Regulation Act, 1986 


(Where no Application to the Minister of Housing is required) 
(For use under Section 5 of the Act) 


(Please print or type full name of tenant and address of rental unit.) 


To: NAME OF TENANT 


ADDRESS OF UNIT 


se Ma ad 


POSTAL CODE 


I hereby give you notice that the rent for the above rental unit, including all services and facilities to which you are entitled, will be 
INCKCASCC tO} pene DE oe eee OTeCIVE Ihe = =e OAV Of 2 = oe a ee (OQ el 
(e.g. month, week) 


The new rent consists of the current rent of $ ____ plus an increase of § __________.. This increase represents 


% of the current rent. 


[_] does not exceed the current maximum rent. 


This 
(my exceeds the current maximum rent by %. 
CURRENT CURRENT NEW NEW 
RENT MAXIMUM RENT MAXIMUM 
PAID RENT RENT 
(hoes Ee 
Basic unit rent: See ——— $ $ 
2S ee 
| Separate Charges: 
v Parking Spaces: Indoor 
Outdoor 
Cablevision 
Other: pice tn sr ee 
(Please specify) 
TOTAL RENT: | eee Sy eo si i a alas $ 
Dated this day of 19 
Name of Landlord or Agent 
Address 
| | | [=| | 
Signature of Landlord or Agent Telephone Postal Code 


NOTE 1 Thisnotice must be given to the tenant not less than 90 days before the end of a period of tenancy; or not less than 90 
days before the end of the term of a tenancy for a fixed period. 


NOTE 2 A landlord cannot charge and a tenant need not pay an increase in the current maximum rent that exceeds the 
quideline set for the year that the increase takes effect, unless otherwise authorized. In addition, a landlord cannot 
increase a rent unless a period of at least 12 months has elapsed since the date of the last rent increase. 


NOTE 3 ‘Maximum rent” means the lawful maximum rent which could be charged for a rental unit had all permissible 
statutory or other increases which could have been taken on or after the 1st day of August, 1985, been taken. 


NOTE 4 Atenantis deemed to have accepted that part of any intended increase that does not exceed the amount allowed 
under the Act, unless he/she gives notice of termination to the landlord. However, a tenant may challenge an 
increase by applying to the Minister of Housing not later than 60 days before the effective date of the increase using 
the required form. 


» NOTE 5 When applying the percentage increase, the landlord may round the new rent to the nearest dollar. 


For further information on the use of this form or about Rent Review, contact your local Rent Review Services Office. 
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Post-75 Units 


3 » The Rent Registry 


Fines of up to $2,000 for an indi- 
vidual and $25,000 for a corpo- 
ration may be levied for failing 
to register or knowingly filing 
false or misleading information. 


A) How to Register With 
the Rent Registry 
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Fines of up to $2,000 for an individual and $25,000 for a corporation can \ 
be levied for raising rents illegally. As a landlord, you are responsible _ 
for rents in your building that have been raised by more than the official 
guideline, even if you were not the owner when they were raised 
illegally. Those rents can be rolled back to the correct levels, giving the 
new landlord an unpleasant surprise. It is advisable for landlords pur- 
chasing a building to get a statement as part of the purchase documents 
declaring that the rents are legal. This waranty should survive the 
closing of the purchase. 


All tenants living in private rental units in Ontario — houses, 
townhouses, or apartments — are now protected by Rent Review. In 
the past, rental units which came on the market after 1975, called 
post-75 units, were exempt from rent controls. Under revised legisla- 
tion, tenants living in post-75 units are now protected by rent regula- 
tion, retroactive to August 1, 1985. This means that the percentage 
guidelines which were set in place after August 1, 1985 actually 
applied to post-75 units during this period, even though the new 
legislation did not come into force until January 1, 1987. Thus land- 
lords who charged tenants of post-75 units more than the four per 
cent guideline during this period must now have applied to justify 
those rent increases to the Minister of Housing or, on appeal, to the 
Rent Review Hearings Board (see section in this chapter on “Appeal- 
ing a Rent Review Decision”) or refund to tenants the difference A 
between the percentage permitted by law and the higher amount 
charged. If a landlord has not done so, tenants should not deduct any 
amounts from their rent payment but should consult the local Rent 
Review Office. 


The monitoring body of the Rent Review system is a province-wide 

rent registry. The Registry records on computer the maximum legal 

rent which can be charged for every private rental unit in the prov- 

ince — based on what the rent was in 1985 and the legal increases 
permitted since then. | 


When the registration process is complete, information about the rent 
for any unit will be available to tenants, prospective tenants, and 
landlords. Information from the Registry will be available through 
local Rent Review offices. For the first time, tenants will be able to 
verify the maximum legal rent for a unit. 


All landlords of buildings with more than six units were obliged to 
register information about their units by May 1, 1987. A date for 
registration of smaller buildings is yet to be announced. Landlords of 
new rental units must register within six months of renting out the 
first unit. 
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Introduction to the Rent Registry kit 


YOUR RENT REGISTRY PACKAGE 


This Guide is part of your 1987 rent registry 
package. It provides step-by-step instructions 
to assist you in completing your rent registra- 
tion forms. 


For your convenience in filing the completed 
forms, a return envelope is included in your 


rent registry package. 


Included in this package are: 
Form1R Building Form(s); and 
Form2R Unit Form(s). 


Not included in this package, but available 
from your local Rent Review office are: 


Form3R Long-term Tenancy Agree- 
ment Form(s); 


Form4R July 1985 Increases Form(s); 
and 


Form5R Reduced Rent Form(s). 


The Building Form asks for basic information 
about the rental property, such as address, 
building type, etc. 


The Unit Form asks for detailed information 
about each of the rental units in the building, 
such as basic unit rent, separate charges, etc. 
For every building, the landlord should com- 
plete at least one Building Form and one or 
more Unit Form(s). 


The next three forms are for use in special cir- 
cumstances which may face some landlords. 
For information on these three forms, please 
consult the appropriate section of this Guide. 


The Long-term Tenancy Agreement Form is 
applicable to some previously exempt units in 
cases where landlords and tenants have signed 
certain rental agreements or leases. 


The July 1985 Increases Form is applicable 
only in cases where a landlord has taken a legal 
increase in the basic unit rent during the 
month of July 1985 (specifically between July 2 
and July 31 inclusive) for any rental unit in the 
building being registered. 


The Reduced Rent Form is applicable where a 
landlord has reduced the rent for a unit after 
July 1, 1985 in order to bring that unit’s rent 
into line with the legal maximum allowed by 
legislation. 


Long-term Tenancy Agreement Forms, July 
1985 Increases Forms, and Reduced Rent 
Forms can be obtained from any one of the 
local Rent Review offices listed at the back of 
this Guide. 
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COMPLETING YOUR 
RENT REGISTRATION FORMS 


The instructions in this Guide are arranged in 
the same order as the sections on all the rent 
registration forms. Under each heading, col- 
umn number or line number in the Guide, 
you'll find specific instructions for completing 
the corresponding section on the form. When- 
ever possible, examples are included to show 
you the proper way to complete the section. 


In some cases, it may be necessary for you to 
provide additional information on a separate 
sheet. Please attach any separate sheets to 
your rent registration forms. Be sure to initial 
at the top of all attachments. 


If you cross out or correct any information on 
any of the forms, please initial next to each 
change in the nearest margin. 


We have provided all rent registration forms in 
duplicate for you. We suggest you use the 
“working copy” for your calculations, then 
transfer the information onto the copy to be 
submitted. As a reminder, please keep all 
working copies for your own records. 


FILING YOUR 
RENT REGISTRATION FORMS 


Once you have transferred all the information 
from your working copies onto the copies you 
intend to submit to the Rent Registry, please 
attach the following to the applicable Building 
Form (Form 1R): 


(a) one copy of each completed Unit Form 
(Form 2R); 


and, if necessary: 


(b) allcompleted Long-term Tenancy 
Agreement Form(s) (Form 3R); 


(c) allcompleted July 1985 Increases 
Form(s) (Form 4R); 


(d) allcompleted Reduced Rent Form(s) 
(Form 5R). 


Please be sure to sign or have your authorized 
agent sign the certification on all of the rent 
registration forms you are submitting to the 
Registry. This person should also initial all 
changes and corrections on the forms, as well 
as at the top of all required attachments. 


For your convenience, the Unit Forms require 
only the initials of the individual who signed 
the certification on the Building Form. 


Please mail your completed registration 
forms, using the return envelope provided, 
before the deadline. 
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Rent registration kits can be obtained from your local Rent Review 
office. There are 21 offices across the province; for the address of the 
office nearest you, see the list at the end of this chapter. The local 
offices also offer a program of education and consultation. 


«? 


Landlords are required to file the actual rent that was charged on July 

1, 1985 for every rental unit in their complex. You will only be re- 

quired to register once. After that, the Registry will automatically 

update the rent each year, either according to the Rent Review Guide- | 
line or according to the amount decided upon in a Rent Review 

decision. 


B) Notifcation of Com- When the rents for a complex have been registered, the Registry will 

pleted Rent Registration send the landlord and the tenants the rent information which has 
been recorded for their units. This will also include information on 
any successful applications which have been made to Rent Review in 
the past for increases above the guideline. 


The Registry will also advise the landlord and tenants of the time 
limit for applying to challenge, amend or certify the rent recorded. If 
neither tenants nor landlord dispute the amount recorded before the 
application deadline, it will become lawful or official. In certain 
circumstances, tenants may have up to two years to challenge the 
registered rent, but landlords who do not wish to wait for the chal- 
lenge may apply earlier to have the registered rent certified as lawful. 


A tenant who wishes to dispute the legality of the rent filed by the 
landlord may do so through the local Rent Review Office. A tenant 
may claim: 


e that the rent on July 1, 1985, was not as stated; 
e that the current rent is more than stated; 


e that the services included in the rent (such as water) are not as 
stated; 


¢ or that the separate charges (such as parking) are not as stated. 


The landlord may then apply to the local Rent Review Office to prove | 
justification. | 


The Rent Review guideline is simply that, a guideline. A tenant 
wishing to challenge a rent increase (even one which is below the 
guideline), can apply for Rent Review to dispute the increase on 
certain grounds, such as inadequate maintenance of the property. Or, 
in the future, the tenant can claim that an earlier increase above the 
guideline was permitted because of an increase in the interest rate on 
the mortage, but since mortgage rates have dropped, the rent increase 
should be reduced. 
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>) 4 Applying for If you wish to charge an increase above the guideline (because you 
= a Rent Increase have spent money upgrading or improving your building, or because 
you are losing money on the rents you are getting, for example) you 
Above the can apply for Rent Review to justify a higher increase. The process is 
Guideline a means of ensuring that landlords can pass on the costs of renova- 
tions to the tenants who benefit from the improvements. Almost any 
type of improvement is eligible as a basis for an application for a rent 
increase above the guideline, unless it is a cost incurred due to your 
own wilful neglect, or for regular maintenance, such as painting the 
hallway. 


Many landlords are afraid to use the Rent Review system because 
they do not know how it works, or out of a belief that it takes a great 
deal of energy and time. While the process can be time-consuming, 
filling out the forms and going through the system will help you 
make sure that you are getting the best possible rents for your unit. 
And after you have gone through it once, future applications will be 
much easier. Applications and appeals are free of charge. You may 
decide to seek professional advice to assist you in Rent Review 
planning: this can prove well worth the expense as it will help you to 
maximize the return on your investment. 


While applications are usually made by landlords alone, joint land- 
lord-tenant applications are allowed where the proposed increase 
would affect fewer than 25 per cent of the units. 


9 A) Timing of Application If you apply for a rental increase because you have spent money on 
LL LL——L——<— renovations, the renovations must be already completed, or substan- 
tially completed, by the time you apply. 


There is an opportunity for an advance ruling. If you wish to work 
out whether the additional rent increase you can get will make your 
planned renovations worthwhile, you can apply for a conditional 


Renovations done in the first order. This is not permission to raise the rents above the guideline, it 
year after purchasing a building is merely a calculation of the annual allowance you should be permit- 
Daye cope. Part ot the ted if you spend the amount of money you are planning. For ex- 
purchase cost of the building Sais : 

and may not be eligible for con- ample, the Ministry may look at the cost of your renovations and 
sideration under Rent Review. work out that you should be allowed to raise your rents for the 


building by an additional $1,000 a year. Divided between your two 
tenants, that means you should get $500 more per year from each of 
them, in addition to the annual Rent Review Guideline (minus one 
per cent of that Guideline, as explained below). 


It is preferable to group your renovations — for example, painting 
the interior and exterior, plumbing on one floor, drywall in the 
basement — and make a single application to cover all capital expen- 
ditures. 
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B) Presentation of You will need to provide: ¢ 


Expenses ° aCost Revenue Statement (forms are available at your local Rent 
Review office); 


e records of the final cost of the renovation; and 


e evidence that the cost was reasonable: three quotes from different 
contractors for the renovation are recommended to provide this 
information. 


e It may also be useful to include an engineer’s report stating that 
the repairs are necessary to preserve the building, and are needed 
due to normal wear and tear, not your negligence. 


C) Losing One Per Cent The Rent Review legislation assumes that one per cent of the annual 

Kas increase permitted, the Rent Review Guideline, covers capital im- 
provements (such as painting). An application for a higher increase 
is only worthwhile if your capital expenditure (the amount you 
spend on capital improvements) will justify a rent increase of more 
than that one per cent. If the additional increase is granted, one per 
cent will be deducted from the original allowable increase. Asa 
broad rule of thumb, there is only a real benefit to applying when 
your planned improvements will cost more than 10 per cent of your 
gross rental income. 


D) Amortization The rent increase granted is amortized over different periods, de- 
SS —= pending on the type of improvement, and its expected useful life. For y 

example, if you need to replace the plumbing in your building, you 

may submit an expense of $10,000. But new plumbing can be ex- 

pected to last 20 years, so the rent increase you are granted to cover 

the cost will be spread over 20 years. You would be allowed a total 

rent increase of $500 per year for 20 years, plus an interest allowance 

to cover the cost of borrowing the money to pay for the plumbing 


immediately. 
E) Submitting the The application is submitted to one of the local Rent Review offices, 
Application and a copy of the application has to be given to your tenants within 
10 days of filing. 
F) Who Can Give You The first time that you go through the Rent Review process, it is 
Advice helpful to have professional assistance. You may feel confident 


enough to submit subsequent applications on your own. 


There are a number of consultants who specialize in Ontario’s Rent 
Review process. They are able to guide you through the system and 
show you how to get the maximum return on your investment. 
Landlord support organizations, such as the Fair Rental Policy Or- 
ganization of Ontario and local organizations across the province, can 
provide information or help you find a Rent Review consultant or a 
lawyer in the field. Groups of landlords can get advice and informa- 
tion through landlord and tenant education activities run by local 
Rent Review offices. 
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2» Taking care with your Rent Review application is like taking care 
when filing your personal income tax statement. You wouldn’t throw 
away income from an investment by failing to take advantage of 
legitimate tax deductions, and you shouldn’t lose opportunities to 
increase your rental income through the Rent Review process. 


A decision on your application will be reached at the local level by 
the Rent Review office in your area. The decision may take several 
months, which will mean that you will have to plan your cash flow 


carefully. 
Appealing a Rent 
» Review Decision 
A) How to Appeal A Rent Review decision can be appealed by either the landlord or the 


tenant to the Rent Review Hearings Board, which will hold a formal 
hearing into the matter. A form called a Notice of Appeal (available 
at local Rent Review offices) should be filled out and submitted, 
along with supporting documents, within the time period allowed. 


30 days are allowed to file an appeal, dating from the giving of the 
original Rent Review decision. After that, the person filing an appeal 
has 10 days to give the other parties named in the appeal a copy of 
the Notice of Appeal. The parties have 30 days from the filing of the 


» Notice of Appeal to file any documents supporting their case. 
B) Who Will Hear the Normally the appeal will be heard by one member of the Board, but 
Appeal either tenants or landlord may request a panel of three Board mem- 


bers. The Board may decide to hold a pre-hearing conference. This 
meeting of the parties is aimed at resolving preliminary and proce- 
dural matters, as well as clarifying the issues of appeal. Hearings are 
usually held in the regional offices located in Ottawa, Toronto, Lon- 
don and Sudbury. However, hearings may be held in local communi- 
ties if it is impractical for the people involved to travel to the regional 
office. 


In most cases, a decision will not be reached at the time of the hear- 
ing. The Board will take time to consider the evidence and will then 
notify all parties in writing. 


C) Taking the Appeal An appeal of the Board’s decision can be made to the Divisional 

Further Court, but only on a point of law; that is, if you believe an error has 
been made in applying the law, not merely if you disagree with the 
final decision or a finding of fact made by the Board. 


Whether or not your appeal is successful, you must notify your 
tenants in writing of the exact increase in rents 90 days in advance. 
“Notice of Rent Increase” forms can be obtained from your local Rent 
Review office for this purpose. 


@ 
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Notice of Appeal form for appealing a Rent Review decision () 


_ ares Form 5 
Review Notice of Appeal 
mi Hearings Board Residential Rent Regulation Act, 1986 
—/ (section 101) 


This is a Notice of Appeal to the Rent Review Hearings Board from the Order of the Minister of Housing dated: 


Déy 2 et MONT ee ee Oe ee { 


PLEASE PRINT OR TYPE 


Reason(s) for Appeal: 


Address of rental unit(s) and residential complex which is the subject of Appeal: 


Person(s) Appealing: Landlord O Tenant O 


(list on separate sheet if necessary) 


Other Party(ies}: Landlord O Tenant O 


(list on separate sheet if necessary) 


Name Name 


Address Address 


F stal Code 


eee ae 


Me Peni | 


Telephone: Business Residence 


Telephone: Business Residence 


Signature of Person(s) Appealing: 


Landlord O | 
Tenant o { 
Agent O 
Dated H 
If Agent: Name 
Address 


Telephone Number 


For additional information use separate sheet if necessary. Date Stamp 


Note: 


1, This form must be filed with the Rent Review Hearings Board no later than 30 days of the giving of the order of the Minister. The 
order of the Minister is deemed to be given on the fifth day after mailing. 


2. The party filing the Notice of Appeal must at the same time file any document(s) he or she relies upon in support of the appeal, and 
which were not filed with the Minister with the initial application. 


The person filing this form must give a copy to the other parties directly affected by the issues raised within 10 days of the filing. 


4. The other parties to the appeal must file any document(s) he or she intends to rely upon at the hearing, and which were not filed 
with the Minister on the application within 30 days of the filing of the Notice of Appeal. { 
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& Exem ptions From There are certain types of accommodation which, because of their 
6 » Rent Review special nature, are not covered by Rent Review. Exemptions include: 


i. Non-profit cooperative housing; (by definition, tenants of a co-op 
are also partial landlords of that co-op, and regulate their own 
“rents” in the best interests of the group.) 


ii. Government-owned, -operated or - administered units; 
iii. Non-profit housing subject to government approval; 
iv. Educational or religious institutions, housing staff or students; 


v. Accommodation occupied for therapeutic, rehabilitative, penal or 
correctional purposes, or to receive care. 


vi. Temporary accommodation provided as emergency shelter; 
vii. Transient accommodation in motels, hotels, inns, tourist homes or 
hostels. 


Residential Rental As part of the Rent Review system, a Residential Rental Standards 
Board has been created to ensure that rental units, and the residen- 
s Standards Board tial complex as a whole, are properly maintained. Failure by a 
landlord to meet minimum maintenance standards may result in 
suspension or loss of past and future rent increases. (See Chapter 5 
on “Maintaining Your Property” for more details.) 


Rent Review If you need information or assistance in matters relating to the Resi- 
uy & 
- dential Rent Regulation Act, you may visit, call or write to your local 
Services Local Rent Review Services Office. If you are calling long-distance, ask the 
» Offices operator for Zenith 9-6000 (toll-free). 
Address Area Served 


Eastern Ontario Region 


Rent Review Services Kingston, for the Counties of Frontenac, 
265 Ontario Street Lennox and Addington, Leeds and 
Kingston, K7K 2X5 Grenville, Hastings and Prince Edward 
(613) 548-6770 

Rent Review Services Oshawa, for the Regional Municipality 
40 King St. W., Suite 700 of Durham 


Oshawa, L1H 1A4 
(416) 723-8135 


Rent Review Services Ottawa, for the Regional Municipality 
10 Rideau St., 3rd Floor of Ottawa-Carleton, Counties of Ren- 
Ottawa, KIN 9J1 frew, Stromont-Dundas-Glengarry, 
(613) 230-5114 Prescott and Russell and Lanark 
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Address 


Rent Review Services 
139 George St. North 
Peterborough, K9J 3G6 
(705) 743-9511 


Central Ontario Region 


Rent Review Services 

5233 Dundas St. W., 4th Floor 
Toronto, M9B 1A6 

(416) 236-2681 


Rent Review Services 

47 Sheppard Ave. E., Suite 402 
North York, M2N 5X5 

(416) 250-1261 


Rent Review Services 

1200 Markham Rd., Suite 415 
Scarborough, M1H 3C3 

(416) 438-3452 


Rent Review Services 

56 Wellesley St. West, 8th Floor 
Toronto, M7A 2J9 

(416) 964-8281 


Rent Review Services 

4 Robert Speck Parkway 
Mississauga, L4Z 1S1 
(416) 270-3280 


Southwestern Ontario Region 


Rent Review Services 

114 Worsley St., 5th Floor 
Barrie, LAM 1M1 

(705) 737-2111. 


Rent Review Services 

25 Main St. West, Suite 620 
Hamilton, L8P 1H1 

(416) 528-8701 


Rent Review Services 

30 Duke St. West, Suite 401 
Kitchener, N2H 3W5 

(519) 579-5790 
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Area Served 


Peterborough, for the Counties of Peter- 
borough, Northumberland, Victoria and | 
Haliburton ! 


Cities of Etobicoke and York 


City of North York, and the Regional | 
Municipality of York, excluding the 
Townships of East Gwillimbury and 
Georgina 


City of Scarborough 
City of Toronto 


Mississauga, for the Regional Munici- 
pality of Peel 


Barrie, for the County of Simcoe, the 
Townships of East Gwillimbury and 
Georgina and the District Municipality 
of Muskoka 


Hamilton, for the Regional Municipali- 
ties of Hamilton-Wentworth, Halton, 
Haldimand-Norfolk and the County of 
Brant 


Kitchener, for the Regional Municipal- 
ity of Waterloo and the Counties of 
Wellington and Dufferin 
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Address 


Rent Review Services 


240 Wharncliffe Rd. N., Suite 100 


London, N6H 4P2 
(519) 679-7270 


Rent Review Services 
1077 Second Ave. East 
Owen Sound, N4K 2J1 
(519) 376-3202 


Rent Review Services 

43 Church Street, Suite 505 
St. Catharines, L2R 7E1 
(416) 684-6562 


Rent Review Services 

880 Ouellette Ave., Suite 302 
Windsor, N9A 1C7 

(519) 253-3532 


Northern Ontario Region 


Rent Review Services 
189 Wyld Street 
North Bay, P1B 127 
(705) 476-1231 


Rent Review Services 
199 Larch St., 5th Floor 
Sudbury, P3E 5P9 
(705) 675-4373 


Rent Review Services 
540 West Arthur Street 
Thunder Bay, P7E 5R7 
(807) 475-1595 


Rent Review Services 

273 Third Avenue, 2nd Floor 
Timmins, P4N 1E2 

(705) 264-9555 
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Area Served 


London, for the Counties of Middlesex, 
Oxford, Elgin, Lambton, Perth and 
Huron 


Owen Sound, for the Counties of Grey 
and Bruce 


St. Catharines, for the Regional Munici- 
pality of Niagara 


Windsor, for the Counties of Essex and 
Kent 


North Bay, for the Districts of Nipissing 
and Parry Sound 


Sudbury, for the Regional Municipality 
of Sudbury and the Districts of Sud- 
bury, Manitoulin and Algoma 


Thunder Bay, for the Districts of Thun- 
der Bay, Kenora and Rainy River 


Timmins, for the Districts of Cochrane 
and Timiskaming 
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Resources Copies of the Residential Rent Regulation Act can be purchased at local « 
Pcie 1 koi Levey Ollices OF fron: 
Ontario Government Bookstore 
880 Bay Street 
Toronto, Ontario M5S 1Z7 
or ordered by telephone at (416) 965-6015 
If you are calling long-distance, dial toll-free 1-800-268-7540 


The following publications are available free of charge from local 
Rent Review offices: 


A Guide to the Rent Review Process 
Appealing a Rent Review Decision 

A Guide to the Cost Revenue Statement 
A Landlord’s Guide to Rent Registration 
The Residential Rental Standards Board 
A Guide to the Landlord and Tenant Act 
A Guide to the Standard 

Key Money 

Ontario's Rent Registry 

Protection for Roomers, Boarders & Lodgers 
The 1989 Guideline 

Suite Hotels 


Landlord’s Self Help Centre is funded by the Ontario Legal Aid Plan « | 
and is a source of information and guidance for landlords: | 
110 Atlantic Avenue 

Toronto, Ontario 

M6K 1x9 

(416) 532-4467 


Fair Rental Policy Organization of Ontario 
869 Yonge St., Suite 105 

Toronto, Ontario 

M4W 2H2 

(416) 961-3698 


Multiple Dwelling Standards Association 
163 Beechwood Avenue 

Willowdale, Ontario 

M2L 1L9 
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7 Local Landlord Associations 


Hamilton Apartment Association 
316 Woodworth Drive 

Ancaster, Ontario 

L9G 2N1 


Kingston Rental Property Owners Association 
238 Avenue Road 

Kingston, Ontario 

K7M 1C7 


Waterloo Regional Apartment Management Association 
P.O. Box 8042 

Kitchener, Ontario 

N2K 2B6 


London Property Management Association 
106-114 Arbour Glen Crescent 

London, Ontario 

NS5Y 2A3 


Peterborough & District Landlords Association 
P.O. Box 2166 
Peterborough, Ontario 


z K9J 7Y4 


St. Clair Association of Rental Property Owners 
250 Maria Street 

Sarnia, Ontario 

N7T 4T3 


Northwestern Property Management Ltd. 
P.O. Box 3102 

Thunder Bay, Ontario 

P7B 5G5 


Sun Parlour Income Property Association 
978 Parkview Ave. West 


Windsor, Ontario 
N8S 2X4 
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Maintaining 
Your Property 


T he rental building you own is your asset. If you maintain 


it well, it will pay good dividends over the years. If you 
neglect it, you will lose money eventually. 


A building which is tidy and well kept attracts good tenants, reas- 
sures the bank and insurance company, and satisfies the health and 
safety standards set by your local municipality. Taking good care of a 
building means settling into a regular pattern — carrying out mainte- 
nance according to a pre-set schedule and thoroughly investigating 
any hints of trouble. The job may not be exciting and it takes time, 
but there are few unpleasant surprises that way. 


A slow leak in a plumbing line does not seem alarming, but over time 
it can ruin paint and drywall, rot wood, or even bring down a ceiling. 
If problems go unnoticed, or are ignored because they look as if 
they’ll require money, small problems turn into big ones, affecting 
other parts of the building. Soon the cost of repairs becomes exorbi- 
tant. Costs incurred as a result of the landlord’s ongoing, deliberate 
neglect may not be recoverable through the Rent Review process. 
And finally, like a car on which rust has been allowed to spread, a 

d run-down building will fetch a lower price when the time comes to 
sell it. 
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Inspecting Successful ongoing maintenance is dependent on scheduled inspec- ( | 
1 TPE tions. A thorough initial appraisal of the interior and the exterior = 

« the Building components is absolutely key to your success. Make a list of what | 
needs to be brought up to standard and what needs to be regularly 
maintained. Carrying a flash light, binoculars (for brickwork on 
upper floors and the roof), a tape measure, and a notepad, take | 
yourself on a tour of your building. 
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A) Foundation Many clues about the structural soundness of a building may be | 
and Basement found in the basement or crawl space. Start off with an inspection of 
this area. | 


Walk around the outside of the building and inspect the foundation | 
for cracks, bulges and other signs of deterioration. The ground | 
should slope away from the building on all sides for good drainage 

— a damp foundation can lead to problems such as masonry spalling, 
wood rot and damage to interior finishes. Make sure that no wood is 
in contact with the ground; there should be at least 150 mm (6 inches) | 
clearance between non-pressure-treated wood materials and the soil. | 
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j floor joist floor joist While inspecting inside the basement, look for signs of water penetra- 
tion — cracks and bulges in the walls, crumbling mortar and loose 

masonry. Use an awl or screwdriver to poke at sills, joists, beams and 

wood posts. Penetration by the tool means rot or insect damage. 


Ty Inspect beams and joists for damage, sagging and signs of alteration 
IN ha such as notches cut for pipes or ducts. 
> 

\\ foundation 

O wall 


The biggest problem in basements is usually moisture, either from 
direct leakage or high humidity which makes the space uncomfort- 
able, unusable, and in some cases hazardous (e.g. electrical corro- 
sion). If there is a sump, check its operation and clean the sump well. 
Finally, the basement inspection should assess the condition and 
operation of the building mechanical systems. 


i. Cracks in Foundation Walls 


Hairline cracks in concrete or masonry walls are rarely of structural 
significance although they may be a source of air leakage and damp- 
ness. Cracks wider than a pencil should be examined to see if they are 
active, which means that the building is moving. One way to find out 
is to dab plaster of paris, about 5 mm (3/8 inch) thick, across the 
crack. If the plaster of paris cracks over a period of time, the crack is 
active and you should seek professional assistance. 


Seasonal cracks are cracks that open up at a particular time of year, 
and then close up again; they are not usually as serious as other 
active cracks but they can be difficult to deal with. They should be 
sealed — preferably from the exterior — with a flexible material such 
as a good quality sealant. Stable cracks may be patched with a mortar 
mix compatible with the wall material: lime mortar for brickwork, 
cement mortar for concrete. 


Expert advice is required if the wall appears to be bulging in, or if the 
wall on one side of a crack has tilted inwards. In severe cases, repair 
work may involve excavating and rebuilding the affected part of the 
foundation. It is better to get the advice of a qualified person before 
beginning the repairs than to do the job poorly and have the problem 
recur. 


Identifying active cracks ii. Mortar 


Soft, crumbling mortar in old brick or stone foundations is common 
and should not be cause for alarm unless accompanied by active 
cracks and bulges in the wall. If the affected area is large, it can be 
cleaned out with a stiff brush and repointed with new mortar. Small 
piles of sand at the bottom of the wall may be a sign that the mortar is 
seriously deteriorated and the wall may be unstable. This is a case for 
professional assistance. 


Patching mortar 
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iii. Spalling | 


When the outer surface of a masonry wall flakes or powders, it is said 
to be spalling. Spalling is caused by the freezing and thawing of 
moisture in brick, block or concrete. The expansion of the ice as it 
freezes stresses the masonry and causes the damage. A related prob- 
lem is efflorescence, a white deposit of crystallized salts leached out 
of the masonry by moisture. Efflorescence can occur both inside and 
outside the foundation. If not remedied early, spalling can lead toa 
need for brick replacement. Tuck point cracks at moisture entry 
locations. Spalling and efflorescence rarely become structural prob- 
lems but they are an indication that there is a moisture problem that 
needs to be fixed. 


iv. Wood Rot 


Rotten wood should be cut out and replaced. In the case of sill re- 
placement, this may involve jacking up the building. The repair will 
also involve correcting the damp conditions which allowed the wood 
to rot in the first place. 


Vv. Insects 


Boring insects such as carpenter ants and termites can do a lot of 
damage, although the affected wood may look perfectly normal on 
the outside. They eat away at the inside of beams and joists, often 
leaving nothing but a paper-thin outer layer of wood. A good prod | 
with an awl or screwdriver will detect the problem. Also look for % | 
narrow termite-shelter tubes made of earth, running up concrete 
walls. Insect-damaged wood should be inspected by a qualified 

person. In the case of termites, the building and the surrounding soil 

should be professionally treated with insecticide after the damaged 

wood has been cut out and repairs made. All wood-soil contact 

should be eliminated. Carpenter ants can usually be eliminated with 

a liquid ant-killer. 


vi. Floors 


Sloping, springy and squeaky floors are to be expected to some 
degree in older buildings. While it is often fairly easy to correct these 
annoying symptoms, it is always a good idea to investigate their 
cause. 


Squeaks usually occur when either the cross-bracing, the subfloor or 
the finished hardwood floor is loose. Cross-bracing may be renailed if 
it is accessible. Screwing or nailing the floor down into the joists from 
above can also be effective. Another method involves screwing the 
floor from below or shimming between the loose subfloor and the 
joists. 

vii. | Basement Slabs 


Cracks in basement floor slabs can be a source of moisture entry into 
the house. Cracks in slabs (at the junction of foundation walls and | 
the slab or in the middle of the slab) can be sealed to prevent leakage. S 
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j Any unfinished basement or craw] space floor should be covered to 
prevent moisture migration into the building. A polyethylene sheet 
spread over the floor can dramatically reduce moisture levels. The 
polyethylene can be held in place with sand (in a crawl space), or a 
new slab can be poured over the moisture barrier. 


viii. Beams 


Beams in basements and crawl spaces carry the weight of the main 
floor and any floors above, plus partitions and sometimes part of the 
roof. Therefore they often need to be supported by closely-spaced 
posts. The exact spacing can be found in tables in the Ontario Build- 
ing Code but if the supports under a solid wood or built-up main 
beam are more than three metres apart, you should look carefully for 
signs of sagging in the floor above. If necessary, install extra posts, 
correcting the sag in the floor at the same time. Steel jack posts are a 
convenient way to do this, although they should be operated ex- 
tremely slowly over a number of days. This may require professional 
advice. All posts or columns must bear on a proper footing, placed on 
solid ground. 


i 


Reinforcing 
a beam with 
a steel post 


ix. Joists 


Common sense is the best guide to solving joist problems. Joists are 
usually made of 38 mm (1 1/2 inch) lumber spaced 300 mm to 600 
mm (12 to 24 inches) apart. Typical depths are 140, 184, and 235 mm 

} (6, 7, and 10 inches). The longer the span (distance between sup- 
ports), the greater the joist depth required. Maximum spans for 
various depths and grades of lumber can be found in the Ontario 
Building Code. Bouncy or springy floors are a sign that joists may need 
to be replaced or stiffened. One way to do this is to nail a second joist 
to the side of the old one; this stiffener does not have to bear on the 
support beam or wall as long as it is well-nailed to the original joist 
and extends in one piece the full length of the span. Joists that are 
weakened with splits or notches can be reinforced in the same way. 
The cross-bracing or blocking between joists should be inspected for 
looseness and renailed to make it solid. New blocking should be 
added if necessary. 


X. Unsupported Joists 


In older buildings that have been altered several times, missing joists 
and unsupported joist ends are not uncommon. New joists securely 
fastened to headers can correct these problems. It is very important to 
use the correct number and length of nails when installing new joists. 
Check the Ontario Building Code for this information. 
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B) Walls Above Grade Inspect exterior walls from outside and inside for cracks and bulges € 

and signs of water damage such as water stains, efflorescence and _ | 
peeling paint. Check that the grade level around the building is at | 
least 150 mm (6 inches) below any wood. Look also for cracked | 
window glass or windows and doors which do not operate smoothly. | 
All these things may indicate structural problems. Interior walls 
should be checked to see if they are plumb and that door frames are 
square. 


i: Cracking/Spalling in Solid Masonry Walls 


Cracks and bulges in solid masonry walls may be serious and should | 
not be neglected. Cracks should be carefully checked for movement 
(see the section on “Foundation Walls”) and their cause determined. 
Have an expert look at the problem and, if necessary, consult a 
structural engineer before planning any repairs. In severe cases, the 
affected part of the wall may have to be rebuilt. After structural 
repairs have been made, the wall must be repointed to prevent 
moisture from entering. 


e Cracks which run all the way up the wall from the bottom may be 
caused by foundation settlement. Repair work may involve 
Cracks in solid masonry walls underpinning, grouting, or widening the foundations. 


e Cracks around windows often indicate weakness or failure of the 
lintel. In this case new lintels may be required. 


e Cracks and bulges in the wall just under the eaves may bea sign € | 
that the roof rafters have shifted and are putting too much out- 
ward stress on the wall. In this case repairs will involve first cor- 
recting the rafters and then stabilizing the wall. 


e Any crack may mean that moisture has leaked into the wall from 
above and frost damage is occurring, in which case roofing, 
flashings and downspouts will have to be repaired. Spalling of | 
bricks is also a symptom of moisture penetration into the brick — 
in some cases moisture migration from the house interior. 


ii. Cracks in Masonry Veneer and Stucco | 


Cracks in veneer or stucco walls are not as serious as those in solid 
masonry because these materials are not load-bearing. If necessary, 
the affected part of the wall can be rebuilt fairly easily by scraping off 
loose material, nailing on wire mesh and new stucco. The possible 
causes of the damage include most of those described above, plus 
failure of the ties or fasteners to hold the cladding material to the 
structural wall, and moisture migration from the interior. The cause 
of the damage should be identified and corrected before repairs are 
made. 
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lii. Wood Rot 


If a wall cavity is not given a chance to dry out but remains damp, the 
frame may rot. If rot is suspected, several small openings should be 
made in the wall to check for damage. Rotten studs and wall plates 
may be replaced from the inside or the outside, depending on which 
is more convenient. It is important to prevent water or moisture 
entering the wall from either the inside or the outside. 


When the wall is opened up, the stud cavity should be filled with 
insulation and a continuous 6 mil air-vapour barrier installed on the 
warm side of the insulation. An exterior weather barrier should be 
placed behind the siding. There should always be a 25 mm (1 inch) 
space behind brick veneer and weep holes at the base of the wall for 
drainage. (For more information about correcting moisture problems, 
consult The Water Resistant House, a Ministry of Housing publication.) 


iv. Cracks in Plasterwork 


Cracks in plaster usually indicate shifting and settling of the struc- 
ture. Like those in the foundation, plaster cracks may be stable, active 
or seasonal. Stable cracks can be fixed with drywall tape and a plaster 
filler; larger cracks should first be cleaned out with a sharp tool. 
Active cracks should be traced to their source and the problem 
resolved before plastering. 


Installing new air-vapour 
barrier v. Interior Loadbearing Partitions 


Plaster cracks and ill-fitting doors are signs that some structural 
movement has taken place. The causes include inadequate support 
and settling from below or too much loading from above. This can 
also happen if changes have been made to the building without 
consideration for the structure. Correcting the problem in severe 
cases may involve inserting new or reinforced beams and posts under 
or within the wall. Minor problems which have stabilized are usually 
best left alone. This is especially true of older homes which are rarely 
square, yet may be quite stable. Trying to correct this “problem” 
could be more trouble than it is worth. 


C) The Roof Walk around the outside of the building and check the ridge line and 
eaves for straightness, and fascias and soffits for signs of rot. Look for 
dips in the roof surface and for any features like old masonry chim- 
neys that may be unsound. Inside the attic look for rot or staining, 
particularly at the eaves and around roof penetrations such as chim- 
neys and plumbing stacks. Check rafters for bowing and splitting and 
for separated joints at the ridge and eave. Check metal connectors 
(truss plates) for corrosion. 
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Moisture damage from rain and snow on the outside can lead toa € 
rapid deterioration of the wooden frame of the roof. The roof should 

shed water effectively into clean, well-fitted eavestroughs, and the 

metal flashing which covers the edges and seams of the waterproof 
material should be in good condition. Leaking roofs may be a symp- 

tom of another problem. Poorly sealed and insulated attics often 

result in melted snow on the roof above. The melting snow will re- 

freeze at the edge of the roof causing ice-dams. This can lead to leaks 

as the water backs up under the shingles. 


If the roof is flat, climb onto it and inspect it thoroughly. Check for 
cracks , curling or blistering, and signs of shrinkage in the roofing 
membrane. Look for broken seals around penetrations (e.g. chimneys 
and plumbing stacks), and check drains for good drainage. After a 
rainfall, check the roof for puddles that would indicate poor drainage 
due to blocked drains or sagging structures. An interior inspection is 
more difficult, as you may have to cut away some of the ceiling to 
expose the structure (it is best to do this inside a closet). Check insula- 
tion levels and look for rot or staining, especially where the joists rest 
on the walls. After a rainfall, check for any signs of dampness. Since 
a flat roof is usually more difficult to deal with than a pitched roof, it 
would be well worth your while to consult with an expert. 


Ventilation of roof assemblies and attics is required to remove excess 


humidity on the inside, and to provide cooling of the roofing mate- 
Eave ice damming Ar C 


i. Wood Rot 


Neglected roofs soon start to leak and the result is wood rot. Rotten 
roof sheathing and rafters should be replaced with new material; the 
roof covering and flashing must of course be fixed. Sometimes the 
moisture source comes from inside the building, for example, from 
steamy bathrooms and kitchens, in which case it is essential to seal 
the air-leakage paths which allow the moisture to rise up into the 
attic. Attic ventilation may assist the drying process. 


ii. Rafters 


Badly split or bowed rafters may be reinforced by nailing a new rafter 
to the side of the old. If rafters appear to be very widely spaced and 
the roof sheathing is bowing, new rafters can be installed between the 
old. Separated joints should be corrected and rafters fastened firmly 
together at the ridge. One way to do this is to use plywood gusset 
plates. New collar ties may be needed to prevent the rafters from 
shifting again. 

ili. Trusses 


In a neglected roof, wood trusses are just as prone to rot as rafters. 
Repairing the tails at the eaves can be done in the same way as for 

rafters, but if repairs to other areas of the truss are needed, a truss 
manufacturer or other qualified professional should be consulted. In ( 
addition to rot, the metal plates which hold the truss together may 

have corroded and may have to be replaced with new connectors. 
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) Truss uplift is an aggravating seasonal phenomenon which causes 
plaster cracks to open up at the joint between the ceiling and the 

interior partitions each winter. While truss uplift is difficult to pre- 
vent, the effects of the problem on interior finishes can be minimized. 
The best thing to do is to install a ceiling moulding in the affected 
rooms. The moulding should be fastened to the ceiling only, not to 
the wall, so that when the trusses lift the ceiling, the moulding can 
slide up the wall. Choose a moulding deep enough to completely 
cover the cracks. During more significant renovations, the edges of 
the drywall can be “floated” at the interior partitions and exterior 
walls to minimize the effects of truss uplift. 


iv. Masonry Chimneys 


Masonry chimneys deteriorate rapidly if poorly maintained, and can 
be hazardous. Unused chimneys should be inspected yearly for 
cracks, mortar deterioration and leaking flashings. Chimneys in 
regular use should be checked more often. Chimneys in bad shape 
may need to be rebuilt, relined and reflashed. If you convert the 
heating system from oil to gas, the chimney will need to be relined. 


v. Ceiling Joists 


Ceiling joists are rarely designed to take heavy loads; sagging, crack- 
ing ceilings are an indication that ceiling joists may have been over- 
loaded, or a wall below may have been altered or removed. Ceiling 

; joists may be reinforced in the same way as floor joists, but must rest 
on supporting walls. If the attic is to be used for heavy storage or 
living space, new joists, properly sized for the load, may be set 
between the ceiling joists. 


Vi. Attics 


Attics are prone to moisture damage from leaks in the roof and from 
moisture condensing as hot moist air leaks into the attic from the 
building. Check the attic at least twice a year, as well as during a 
rainstorm and on a cold day to catch any water or air leaks. Frost or 
dirty insulation is a sign of air leakage. 


D) Heating System While there are many aspects of the heating system that you can 
check yourself, you will need the services of a licenced service techni- 
cian to check gas or oil burners and their associated controls. 


i. Furnace/Boiler Room 


¢ The heating system in a multiple dwelling should be located in a 
separate room, with floors, walls, ceiling and doors that have a 
fire resistance rating of one hour or more. There should be direct 
mechanical or natural means of supplying an adequate amount of 
air for proper combustion. No combustible material should be 
stored in this room. 
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ii. 


Check that anything that burns combustible material is vented 
directly to the outside by means of a smoke-pipe, vent-pipe, or 
chimney. Check that these pipes are not blocked and are not 
letting gases escape into the building. 


Check that no “backdrafting” occurs; that is, that no flue gases are 
pulled back into the building when fireplaces, exhaust fans and 
dryers are operating. 


Boiler 


Scale and deposits inhibit the transfer of heat and reduce operat- 
ing efficiency and heat output. 


A qualified and licensed service technician should check: 


combustion chamber, boiler tubes, breeching and chimney for 
soot, corrosion, deposits and signs of leaks (water or smoke); 


water side (if possible) for scale and deposits; 
burner for proper size, adjustments and combustion efficiency; 


safety devices and controls for proper location, setting and opera- 
tion. 


Furnace 
Check and replace or clean filters regularly. 


Check the fan belt for proper tension: 25 mm (1 inch) total deflec- 
tion is recommended. Oil bearings of motor and fan as required. 


Check the operation of the barometric damper in the breeching. 
The damper should be closed when the furnace is not operating 
and should move easily. Clean and oil the hinges if necessary. 


A qualified and licensed service technician should check: 
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combustion chamber, boiler tubes, breeching and chimney for 
soot, corrosion, deposits and signs of leaks (water or smoke); 


burner for proper size, adjustments and combustion efficiency; 


safety devices and controls for proper location, setting and opera- 
tion. 


Piping System 
Check for build-up of scale and corrosion. 
Check for proper water levels. 


Check for proper venting at high points of the system. At the start 
of the heating season, bleed of air at the air vents. 


In a pressurized (closed) system, check the expansion tank. It 
should contain an air cushion. If the tank is waterlogged (com- 
pletely filled with water), drain it and refill the system to build an 
air cushion in the tank. 


Check all control systems for proper function and settings. 
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, v. Duct System 
e Check for build-up of dirt in the ducts. 
¢ Check that balancing dampers are properly positioned. 


E) Electrical Wiring Electrical problems occur as a result of old or inadequate wiring, 
Systems insufficient capacity, or faulty equipment. Sometimes the solution can 
be as simple as replacing a switch. In other cases the solution may 
require an upgraded service to provide greater capacity, or even a 
new wiring job if the existing wiring is old and unsafe. 


Warning Signs: 


e Blown fuses, hot fuse boxes, or tripped circuit breakers are a sign 
of problems. A blackened fuse indicates a short circuit. Generally 
this will be in an appliance, which can be identified and fixed. A 
blown fuse that is not blackened indicates an overloaded circuit. 
This will require moving some appliances to another circuit or 
bringing in a new circuit to take some of the load. Under no 
circumstances should a fuse be replaced with one of higher 
amperage that exceeds the rating of the wire. For most residential 
lighting and receptacle circuits, this is 15 amps. Tenants in the 
past may have wanted to use a hairdryer at the same time as the 
toaster, and without a thought about safety may have put in a 30 
amp fuse in exasperation because the hairdryer kept blowing the 


fuse. Fuse boxes need to be checked and tenants need to be 
) warned of the danger of an electrical fire. 


Electrical panel 
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Special fuses are available for different needs. Type “P” fuses are € | 
available for heating loads such as dryers, baseboard heaters and _ 

all general circuits. Type “D” fuses should be used on motor 

loads such as furnace fans. All fuses should be screwed in se- 

curely. 


e An octopus of electrical cords growing out of the circuit box, or 
extension cords used as permanent wiring, are sure signs of in- 
adequate attention paid to careful wiring in the past. 


¢ Switches, outlets and fixtures that don’t work, that heat up or 
spark, should be replaced. 


e Other signs of an inadequate or faulty electrical system are lights 

flickering when power tool or appliance is turned on, appliances 
Inadequate attention paid to running at less than full capacity, and insufficient outlets to meet 
wiring your needs. 


It may be the case that the service is simply in need of some rework- 

ing to meet today’s higher demands. Forty years ago, there was no 
conception of the need for electricity to power dishwashers, stereo 
equipment, and personal computers, and so the electrical systems 

were functional but limited. Depending on the age of the service and 

size of the panel, it may be possible to upgrade by simply rewiring 

some over-loaded circuits in critical areas such as the kitchen. It may 

be easy to run a new circuit, or you may have an unused terminal 

that can be used to connect an add-on panel box. An electrician can € 
give the answers to these questions. 


However, it is quite likely in older buildings that the service is simply 
inadequate, and a new, larger service should be installed. 


There are two ways of increasing the service: by replacing the entire 
panel, or by running the old panel as a branch panel wired into a 
circuit in the new service. 


The wiring throughout the building should be examined for its type 
and condition. If it is particularly old, such as the knob-and-tube 
variety, and is cracked and frayed, it should be replaced immediately. 
However, if it is still resilient and well sealed by its cloth-covered 
rubber insulation, it is not essential to replace knob-and-tube wiring. 
Its major disadvantage is that it is not grounded. 


porcelain knobs 


Other symptoms, such as ungrounded circuits, or frayed or cracked 
porcelain tubes insulation around wires at receptacles, indicate sub-standard wiring 
aoe + that should be replaced as soon as possible. 
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There are simple wiring tests that can be performed to determine the 
condition of the circuits: 


e An inexpensive receptacle analyzer plugs into an outlet; lights on 
the unit indicate whether the outlet is functioning properly and is 
safely grounded. 


¢ A megaohm test performed by an electrician indicates any shorts 
or weak points in the insulation around the wires. 


Ground-fault circuit interrupters (which provide fast shut-down of a 
circuit in case of some problems) are now required at various points 
in a service such as bathrooms and outdoor receptacles in new 
housing. The added safety margin that they provide may be reason 
enough to install them in bathroom, kitchen and exterior outlets 
when renovating or rewiring existing buildings. 


Note that an inspection permit from your local Ontario Hydro Elec- 
trical Inspection office is required for any electrical work. There is a 
nominal charge, which depends on the extent of the work to be done, 
that covers both the permit and the inspection. A certificate of inspec- 
tion is issued once the work is found to be done properly and is safe. 


Your local Ontario Hydro Office can provide you with a copy of the 
Electrical Safety Code for Ontario. 


F) Plumbing Systems Older buildings may have galvanized iron water pipes instead of the 
newer copper pipes, and waste lines made of cast iron instead of 
copper or ABS pipes. Where pipes of dissimilar metals are joined, 
corrosion leading to leaks can occur and pipes should be checked for 
rust. Dialectric unions can reduce the likelihood of corrosion. If the 
old pipes are in good condition, there is no reason to change them. 
However, repairs to old plumbing systems are generally more diffi- 
cult to do. For example, cast iron pipes are more difficult to cut and 
join than copper, and new fixtures are not always sized to fit old 
hookups. 


These are some of the plumbing problems you are checking for on 
your inspection tour: 


e Dripping faucets waste water, money and energy, and stain 
fixtures. The problem can usually be fixed with a washer which 
costs only a few cents. It is a good idea to keep a variety of wash- 
ers handy. 


¢ Malfunctioning toilet tanks include tanks that won't fill and water 
that keeps running. Often the problem is solved with a simple ad- 
justment to the level of the float ball, repositioning the valve or 
tank ball, straightening the lift wire or chain, or replacing the ball- 
cock unit. 


e Ifa leak occurs where the toilet meets the floor, the solution is to 
remove the toilet and replace the drain gasket. 
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Components of a toilet tank 
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bowl refill tube 


overflow tube 


tank stopper 


trip lever flush valve seat 


tank fill tube 


A more serious problem is the burst pipe. Repairs should involve 
protection of the pipe from future freezing by adding insulation, 
or sometimes by relocating the pipe to a warmer place. You may 
even require an electric heating cable to keep the pipe warm. 


Faucet leaks that cannot be fixed by replacing the washer usually 
mean a new faucet is needed. Problems can arise when the supply 
connections are not interchangeable. This would necessitate 
changing the fitting to reconnect the system. 


Bathtub leaks will rot subfloors, floor joists and wall studs. Leak- 
ing toilet seals will cause similar damage. Repair work, if the leak 
has been left unattended for a while, will involve removing the 
bath, tile work and subfloor in order to repair the structure 
beneath. Such damage can be prevented by making sure that tub 
surrounds, soap dishes and faucets are properly sealed witha 
suitable silicone sealant so that no water can get behind them. 


Damaged fixtures can be hard to remove, or hard to replace. 
Faucets may not fit into old sink holes or drain pipes may not line 
up. Once the old fixture has been removed, examine the sur- 
rounding area thoroughly for structural problems or deteriorating 
or damaged finishes. 


Leaking pipes can be difficult to pinpoint if the source is slow 
drips from water lines and drains. Sometimes condensation is the 
culprit on cold water lines and water running down the outside of 
a soil stack may be rain from a leaking roof flashing. No water 
drip should be ignored; to do so is to invite trouble. 
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e Low water pressure is a problem almost always caused by pipes 
that are too small in diameter or partially blocked by sediment 
nd corrosion. Water softeners can also lead to deposits in piping 
and on the elements of the hot water tank. The solution is to 
replace the affected pipes, which may include the main supply 
line from the street to the building. Inadequate supply also occurs 
when added fixtures exceed the capacity of the system. 


e Slow-flowing drains may be a result of a partial blockage or 
corrosion of the pipe and the first treatment should be with a 
plunger or a plumbing auger. A blocked vent may also cause 
drains to flow poorly; in this case symptoms may include sewer 
odours. The underground sanitary drain can also be damaged. If 
a main drain keeps backing up, call in a professional to determine 
the cause of the problem. 


e Malfunctioning laundry appliances should be checked for a 
blocked drain, broken hose connection or blown fuse before 
calling the service people. 


The Ontario Plumbing Code is available from the Ontario Govern- 
ment Bookstore. In Toronto, call 965-6015. Long distance call 1-800- 
268-7540. 


Treatment of slow-flowing drain 


use of plunger use of auger 


G) Security Windows and doors accessible to people outside a rental building 
should have a lock or security bars to prevent illegal entry, and at 
least one entrance door in a rental unit should be capable of being 
secured from inside and locked from outside the unit. If there is a 
vestibule security system with an intercom, the system should be 
maintained. Main entrances should have automatic door closers. The 
door to shared locker and storage rooms should be kept locked, with 
only tenants and maintenance staff having keys to it. Mail delivery 
slots in the doors to individual units should not allow access to the 
lock, while mail boxes in a common area should be secured. 
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As part of a more significant renovation, several newer security 
systems could be installed. Connection of the central lobby registry 

to individual unit telephones is becoming more widespread, reducing . 
the expense of costly intercom wiring. On an even more sophisti- 

cated level, security cameras in main lobbies and underground 

parking facilities are gaining wider acceptance. 


H) Fire During routine routine inspections, you should pay special attention 

=== to safety features, such as smoke detectors, fire alarms and extin- 
guishers, lights in stairwells, and other factors affecting safety. Check 
that exit lights are not damaged and are illuminated, and check the 
fire alarm system AC power lamp and trouble signal for defects. 
There are specific rules for fire and safety in new buildings con- 
structed to the Ontario Building Code. According to the code, smoke 
detectors are required in every building. In a single-family home, 
there should be one detector on each floor. In a multiple-unit build- 
ing, there should be one detector in each public corridor and exit 
stairwell, and in each unit between the bedroom(s) and the rest of the 
unit. These are only minimum requirements. It is cheap, simple and 
wise to put a detector in every living area and in the passage outside 
the kitchen. 


Fire sprinklers are only required in the storage area and garbage 
chute of residential buildings. 


Buildings with more than three storeys need portable fire extinguish- 
ers at strategic points and an alarm system. Residential units on the & 
third storey of a building and higher need two means of exit. 


Specific regulations about the fire safety of doors and walls (meas- 
ured by the number of minutes it would take a fire to burn through 
them) become more stringent for buildings with more than 600 
Square metres in floorspace. 


Your local real estate board can recommend a building inspection 
company or engineer who will check whether your building con- 
forms to the code. Standards for older buildings are not as stringent 
as for newer buildings. The local fire department or municipal Build- 
ings Department will also send out an inspector, free of charge. Not 
conforming could mean legal trouble, or a human tragedy in the 
future. 
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ANNUAL FIRE SAFETY MAINTENANCE 


SIGNATURE 
INSPECT FIRE DAMPERS / FIRE STOP FLAPS ON INCINERATOR : Rr ane 
INSPECT CHIMNEYS / FLUES / FLUE PIPES ON INCINERATOR e (ek aaa 


INSPECT DISCONNECT SWITCHES / VENTILATION SYSTEM / AIR CONDITIONING 
| CLEAN CHIMNEY SPARK ARRESTORS 
| FIRE ALARM DRILL 


CONDUCT VERIFICATION TEST FIRE ALARM SYSTEM 
INSPECT STANDPIPE HOSE VALVES — 


ANNUAL INSPECTION OF STANDPIPE SYSTEM 
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Developing Now that you have a good idea of the components of your building, ¢ 
a Reaular and can see where regular maintenance is needed, draw up a mainte- 

g nance schedule. This is the key to minimizing problems in a rental | 
» Maintenance Plan _ building. 


The maintenance covers the interior and the exterior of your building. 
It is advisable to have an agreement with your tenants that you can 
inspect their units once or twice a year. Provide adequate notice of 
your inspections. If you notice a small leak in one of the units, you 
can fix it before it ruins the kitchen counter and then the drywall of 
the ceiling below. In addition, you will save money on water by 
fixing the leak. 


All of the routine jobs should be listed and broken down into sec- 
tions: 


Daily Jobs 


Some jobs have to be done every day, like checking exit lights, check- 
ing the fire alarm system, cleaning, garbage room maintenance, 
picking up litter, checking the heating system, and looking for blown 
light bulbs. 


Weekly Jobs 


Weekly tasks would include checking on mechanical equipment like 
pumps and control valves, taking the garbage to the curb and cutting 
the grass in summer. ¢ 


Monthly Jobs 


Your monthly schedule would cover tasks like oiling pumps and 
checking fans and blowers. 


Seasonal Jobs 


Seasonal tasks are those related to the season, like shovelling snow, 
fertilizing lawns, and pruning bushes, and those which are only 
necessary once or twice a year, like servicing mechanical equipment, 
water and electrical meters, and sump pumps; checking fire alarms 
and door and window hardware and operations; and spring cleaning. 
Painting can be done every few years. 


In carrying out your maintenance plan it is useful to follow a check- 
list like the one shown on the following pages. 
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COMMENTS ACTION NEEDED 
| Halls & stairwells 


Exit door glass clean 
| Fire cabinets clean 

Garbage rooms clean 

Electric covers attached 

Light covers unbroken 

Door closers working 
Carpet/floors/baseboards clean 
Stair railings clean 

All lights working 

Other 


STEHT 


Laundry room 
Clean 
Other 
Lobby & entry 


Clean 
| Other 


Superintendent's workroom 


Tidy 
Supplies easily accessible 
Other 


Storeroom 


Clean and tidy 
Supplies available 
Supplies accessible 
Other 


Furnace/Boiler room 


No leaks 

Circulating pumps cool/oiled 
Boiler pressure 

PRV & low water cutoff 
Blow down valve 
Thermostat 

Clean 

Other 
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COMMENTS ACTION NEEDED 
Electrical room 


Batteries functional 
Clean 
Other 


Building exterior 


Overall 

Painting 

Siding 

Trim 

Foundations 
Caulking 

Roof 

Roof flashing vents 
Gutters/downspouts 
Doors 

Windows 
Steps/railings 
Other 


LTTE 


Grounds ( 3 


Overall 
Grass 
Landscaping 

| Walkway 
Driveway 
Parking 
Fencing 
Security 
Outdoor lighting 
Other 


PATH 


Garage 


Tidy 

Lighting 

Ramp grate 

Overhead and exit doors 
No leaks at risers 

No combustible materials 
No dampness on walls 
Other 
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)) It is a good idea to keep a separate file with your maintenance plan to 
hold equipment service manuals and warranties, and another to hold 

records of repairs and improvements — who did them, when, how 
much was charged, and if there is any guarantee on the work. Re- 
ceipts and invoices for the work will be kept in your accounting 
records, but you may want to keep photocopies of these together 
with your records of repairs and improvements, for Rent Review 
purposes. It may seem like extra paperwork, but good record-keep- 
ing helps to ensure a well-maintained building and a better return on 
your investment. 


3 Most small landlords and property managers will do some mainte- 

nance jobs themselves. Other jobs will require a specialty tradesper- 
z Tradespeople son. Finding the right eeesrls is eee Sane ee you 
will probably call on some of them again. You should first write 
down a detailed description of the exact job to be done. It should 
include the particular type and grade of the materials needed, as well 
as their size and style and even a brand name if there’s one you 
prefer. This detailed work description forms a key part of any con- 
tract with a tradesperson. The other key element of a contract covers 
responsibilities, schedules and payments. 


The best source of names is people you know, friends and neighbours 
who have had similar work done. You can look at the quality of the 

) finished job and ask if they would recommend the contractor. Real 
estate agents, architects, and the manager of the local hardware or 
paint store may also be able to recommend tradespeople. Finally, you 
can consult the Yellow Pages. The local licensing body of each trade 
will be able to tell you if a particular contractor is licensed, and the 
record of your nearest Better Business Bureau will indicate whether 
any complaints have been filed against that person’s name. 


Ask the tradespeople to come by your building to look at the job. If 
they are too busy or just don’t turn up, then strike them from your 
list. Provide each tradesperson you interview with a copy of the job 
description and ask for a written quote, which should specify the 
price and timing of the work. 


If you are unfamiliar with the contractors or their work, you should 
ask: 


e how long they have been in business; 
® what experience they have in your type of work; 
e for references from previous clients; 


e fora list of their previous jobs that you can visit. 
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When you have received written quotations (try to get at least three), € 
choose your contractor. Make your choice not only on the basis of 

price, but also consider experience, reliability and previous work. 

Also check on the contractor's liability and Worker's Compensation 
coverage. Remember, the lowest quote is not always the best. ( Note: 

Rent Review requires three quotes and will look for the lowest quote 

in assessing the application.) 


Attach a list of tradespeople to the back of your maintenance plan, or 
keep names, and other details in a source book, and guard it with 
your life. In it are the names of tradespeople who, through trial and 
error, you have found to be reliable and competent, and perhaps 
even moderate in their charges. The plumbers, electricians, boiler 
service mechanics, and roofers in these pages will get to know your 
building and its systems, and you will get to know them. If there is an 
emergency, even in the middle of the night, they will try to help. 
They are your resources — try to hold on to them by being loyal, 
talking courteously, and paying your bills promptly. At the same 
time keep them honest by comparing their costs with market rates. 
Becoming too dependent on any one contractor can result in higher 
costs. 

Page from a source book of 

tradespeople 
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The following directory lists many of the trades involved in home 
maintenance and improvements. We have already discussed some of 
the general principles which you should follow in choosing and 
hiring a tradesperson. With each trade, there are also specific issues 
to be considered. 


- Air Sealing Contractors 


e All air sealing should be performed on the interior of the building 
— exterior caulking is intended as a weatherproofing technique; 
durable caulks and weatherstripping materials will ensure a long- 
lasting job. (For further information about air sealing, see Chap- 
ter 7 on “Energy Conservation.”); 


e The contractor may test the building using a depressurizing fan. 
The fan test evaluates the leakage area of the building as ex- 
pressed in square metres (or square feet). To provide a compari- 
son, this can be done before and after air sealing has been carried 
out. 


ii. Cabinet Makers 


¢ Most work is performed in the shop and it’s worth going by to 
look at types of machinery, work in progress, etc.; 


¢ Question the amount of solid wood vs. veneer to be used, type of 
hardware, finishing materials, etc.; 


) e Pre-fabricated components are available and may be cheaper than 
custom-built units. 


iii. Carpenter/General Contractor/Handyperson 


e This will likely be the tradesperson you use the most, so take 
the time to find someone with proven skills and good references. 


e Experienced general carpenters are also capable of many small 
straightforward jobs that fall within the bounds of other trades. 
They can fill the middle ground between maintenance jobs you 
can do yourself and larger projects for which you need a special- 
ist. Related work includes minor repairs to masonry, concrete and 
asphalt, eavestroughs, soffit, fascia, roofing and flashing, exterior 
painting, interior painting and paperhanging, installing drywall, 
vinyl tile or linoleum, weatherstripping and insulation. 


iv. Drywall Contractors 


¢ Recommended installation procedures include: solid backing at 
all joints, use of drywall screws rather than nails, and three coats 
of plaster feathered away from joints. 


e Ask about dust control and clean-up, especially if the work is to 
be done in occupied units. 
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Vv. Electrician 


e Ensure that the contractor is providing proper advice on service 
panel upgrading; for example, not all buildings need 200 amp 
service. 


e Ensure that the contractor is familiar with fire protection systems. 


e Anelectrician should have a journeyman’s or master’s Certificate 
of Qualification as issued by the Ontario Ministry of Colleges and 
Universities. 


Vi. Exterminators 


e Ensure that the products used will not have a harmful effect on 
tenants and pets. 


e Exterminator’s equipment should be capable of reaching inacces 
sible areas of the building. 


e Exterminators should have a minimum Structural Class #3 licence 
from the Ontario Ministry of the Environment. 


e Prevention is better than cure: ensure that garbage or other pest 
habitats are not allowed to accumulate around the building. 


vii. Flooring Contractors 


e Different flooring materials will demand different underlay 
materials — foam underlay for carpets, good one-side plywood or « 
underlay for vinyl flooring. 


¢ Refinishing hardwood flooring should include replacing badly 
worn board, resetting nails, and sealing open joints; ask about fin- 
ishing — number of coats, type of materials, etc. 


viii. Tiling Contractors 


e Ceramic tiles can be set in adhesive (thin set), but a cement mortar 
(thick set) is more durable; to reduce the risk of cracks, the sub- 
floor should be properly installed and adequately supported. 


e Ceramic tile tub surrounds can reduce wall moisture problems. 
e Backer board for tiling on walls should be considered. 
ix. Heating and Air Conditioning 


e The contractor should be able to calculate heating loads, then 
recommend, install and service appropriate equipment. 


e Contracts should specify the room temperature which the equip- 
ment must be capable of maintaining on the coldest day. 


e Look for the contractor’s registration with the Fuel Safety Branch 
of the Ontario Ministry of Consumer and Commercial Relations 
(Toronto, 239-2985) and affiliation with the Heating, Refrigerating 
and Air Conditioning Institute (HRAD) (Toronto, 239-8191). 
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, x. Insulation Contractors 


¢ Before quoting, the contractor should inspect the area for prob- 
lems that might affect the insulation work. 


¢ Before hiring a contractor, get names of a few of the contractor's 
previous customers and call them to check on work quality and 
any subsequent problems. 


e Some contractors may be able to provide energy audits or 
thermo-scan records. 


¢ Ask about the Energy Conservation Contractors’ Warranty 
Program. 


x. Masonry Contractors 


e For repairs and replacement, ask how the work will be made to 
match existing masonry — type of pointing, pattern of stucco or 
plaster, colour of bricks. 


e Ensure that the causes of spalling bricks, efflorescence, and other 
types of deterioration are treated; for example, a damaged chim- 
ney may require a liner or repointing of the exterior brick. 


xi. Painters and Paperhangers 


e Specify how the surface should be prepared and the number of 
coats to be applied; the materials to be used should be identified 
| ) by manufacturer, type, brand name and colour. 


¢ Standard guarantee for exterior work is 2 years. 
xii. Pavers/Driveway Contractors 


e For resurfacing, soft spongy areas should be removed to provide 
a firm base and rocks and weeds should be removed; the new 
surface should be at least 25 mm (1 inch) thick. 


e¢ Driveways should be sealed with either a good-quality bitumi- 
nous, water-emulsion type of sealer or with a coal-tar sealer. 


¢ Major repairs should require excavation and proper base prepara- 
tion. 


xiii. Plasterers 


e Repairs should include removal of old plaster down to a firm 
base and application of scratch coat, top coat, and thin finish coat. 


e For large areas where plaster is loose and in poor condition, 
alternative treatments are; mechanically fastening the damaged 
plaster to lath and applying a new top coat, or putting up new 
drywall. 
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xiv. Plumbers é 


¢ Many plumbers also service or install steam or water heating 
systems and do complete bathroom remodelling. 


¢ Plumber should have journeyman’s or master’s Certificate of 
Qualification as issued by the Ontario Ministry of Colleges and 
Universities. 


xv. Roofers 


e Many roofers also do chimney repairs and work on eavestrough- 
ing. 


e New flashing around all roof penetrations should be part of a re- 
roofing job, as should edging, flashing and counterflashing at the 
junction of chimney and where walls meet flat roofs. 


¢ Check the contractor’s warranty on the job. 
xvi. Siding 


e Aluminum and vinyl siding are available from dealers on a 
supply-and-install basis; they come in varying widths to simulate 


clapboard. 

¢ Ask about upgrading insulation levels at the same time as re- 
siding. 

¢ Complete re-siding consists of properly sized siding sheets, é 
corner strips and window trim to suit the age and style of the 


building; should also include new soffit fascia. 
e Ask about warranties. 
xvii. Window Contractors 


¢ Look for good-quality seals and weatherstripping on operable 
sections of the window and a gap or at least 12mm (1/2 inch) 
between panes. 


e Proper installation includes insulating and air-sealing the gap 
between window frame and rough wall opening. 


¢ Weatherstrip and/or caulk before installing storm windows on 
the outside of old windows; this will reduce condensation on the 
inside of the storm. 


xviii. Waterproofers 


¢ Small isolated leaks and slow seepage can be corrected from the 
inside using hydraulic cement or water-resistant paint. 


¢ Basements with major leaks must be repaired and insulated from 
the outside after the foundation wall is exposed. Methods include 
coating with asphalt or covering with polyethylene sheeting; 
perimeter drain tile should also be installed. 
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Hiring a Manager 
or Doing 
It Yourself 


Tips from the Pro’s 


Take advantage of bulk pur- 
chasing rates for cleaning ma- 
terials by joining a landlord as- 
sociation or forming a landlord 
co-op. 


Get competitive quotes for any 
work that needs to be done. 


Pay your suppliers and 


contractors promptly. 


Learn from your tradespeople 
— you may be able to to the job 
yourself next time. 


Hire out for the things you 
don’t like doing. 


Check out the obvious before 
calling the service person. 


Stay up to date —take courses, 
join an association and keep in- 
formed 
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A large number of small landlords choose to maintain their own 
properties. The building will probably not demand full-time attention 
and this can be a satisfying part-time occupation. 


However, there are a number of disadvantages: 


¢ You may not be handy at fixing plumbing and repairing broken 
locks. Or you may just hate dealing with those kinds of problems. 
As a result, you would have to hire an electrician or a carpenter to 
deal with minor problems. 


e¢ You have to be prepared for telephone calls from tenants late at 
night or on the weekends, asking for help because the toilet has 
overflowed or the furnace has shut down. You are always on call 
for emergencies, unless you have a responsible person to take 
over while you are away. 


An alternative to maintaining your own rental building is to hire a 
building superintendent. The person you hire will be able to do 
minor repairs, as well as carrying out regular maintenance, so that 
you are not bothered with day-to-day problems. For this service you 
will pay a flat fee, or you can negotiate a free apartment in your 
building, or a combination of the two, depending on how demanding 
the work is. Advertising in the daily newspaper is probably the best 
way to find a superintendent, unless you can get a recommendation 
from friends or colleagues. Ask for several references and do a tho- 
rough background check. Try to visit their home to see how they live. 


Sometimes a superintendent’s position includes functions often 
performed by a property manager — advertising for new tenants, 
selecting new tenants, preparing a standard lease (which requires 
your signature), collecting rent, and keeping the financial books. A 
professional property manager usually charges a fee based ona 
percentage of the gross rental income, between three and seven per 
cent. The more units, the more reasonable the rate is for this service. 
When the service is a one-time, unusual expense, you may be able to 
apply to Rent Review for a rent increase, provided the cost can be 
verified as both actual and reasonable. Of course, expenses like ad- 
vertising, materials and specialized tradespeople’s visits have to be 
paid on top of the fee. Professional property managers are listed in 
the yellow pages of the telephone directory, or you can ask your local 
real estate board to give you a list. A Certified Property Manager 
(CPM) will have completed courses on all aspects of the business. 


The decision on whether to do your own maintenance and manage- 
ment or to hire a superintendent or property manager depends on 
your own desires and abilities, and the size and complexity of your 


property. 
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A third option may be to hire a service to do some of the jobs you ¢ 
don’t want or are not qualified to do, for example, heavy-duty clean- 

ing or heating-system maintenance. The fact that you will not need to 

buy the tools and equipment to do that particular job helps to offset 

the cost. Also, some maintenance companies offer a 24-hour service 
guarantee, which might prove very useful. To get your furnace 

repaired at midnight by a company which barely knows you could be 
expensive, or even impossibie. 


The Residential In most cases, tenants of inadequately maintained buildings can turn 
to their local municipality and a municipal inspector can issue a work 

5 Rental Standards order against the building. When that happens, the municipality 

» Board automatically forwards a copy of the order to the Residential Rental 
Standards Board. The municipality can go to district court to enforce 
the landlord’s obligation to maintain the premises in good repair and 
fit for habitation. In municipalities that do not have comprehensive 
by-laws concerning property standards, or where municipalities do 
not actively enforce their bylaws, tenants can turn directly to the 
Residential Rental Standards Board with a written complaint. 


The Residential Rental Standards Board was set up in 1987 as part of 

the Rent Review system to ensure that all privately owned rental 
residential properties in the province are maintained to acceptable 
minimum standards of health and safety. < 


The Board members include people involved in tenant groups, 
landlord organizations, the building industry, inspection associa- 
tions, the provincial government and municipalities. 


The Board reviews orders received from municipalities to decide if 
major and on-going violations of minimum standards have occurred. 


Examples of major violations include: 
e structural problems; 
¢ heating, ventilation and mechanical problems; 


¢ health safety (including pest infestation and fire) and building 
security; 7 


e¢ plumbing and draining defects; 
¢ electrical problems; 
e exterior areas (e.g. refuse). 


If a landlord refuses to bring a building up to the minimum standard, 
the Board will report the violation to the Ministry of Housing which 
may decide to suspend or cancel past or future rent increases. 
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In its definition of minimum standards, the Board touches upon such 
areas as these: 


e Appliances and fixtures supplied by the landlord must be main- 
tained in good repair. 


¢ Common areas such as the garage and hallway must be lighted to 
ensure safe passage. 


e Walls, ceilings and elevators must be free from dangerous holes, 
leaks, or decaying materials. 


e The air temperature in rental units as well as the temperature of 
domestic hot water must be adequate. 


e Except for unavoidable interruptions, light, heat, refrigeration, 
water and cooking facilities must be continuously supplied 
(unless the tenant is directly responsible for them and has not 
paid the bills). 


e¢ Ina basement unit, the wall and floor must not be damp, and 
there must be a fire-resistant wall between the furnace and the 
rental unit. 


e There must be sufficient ventilation to provide an acceptable air 
supply. 

¢ Rodents, vermin and insects must be exterminated according to 
health regulations. 


¢ Ina boarding, rooming or lodging house, there must be at least 
one toilet, washbasin, and bath or shower for every five tenants, 
and access to them must be possible without passing through 
another tenant’s rental unit or along an unheated corridor or 
outside the rental building. 


Note that the regulations may require significant upgrading, particu- 
larly of older housing stock. If you are purchasing older rental 
property, you would be well advised to maintain a reserve account 
for this purpose. 


Detailed guidelines will be available from the Board in 1988. The 
Board also advises and educates landlords and tenants in mainte- 
nance issues. 


For further information, contact: 


The Residential Rental Standards Board 
777 Bay St., Toronto, Ontario 

M5G 2E5 

(416) 585-7405 or 1-800-387-4451. 
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Insurance is a vital safeguard in your business as a small landlord. ( | 
6 , Insurance Your insurance broker needs to know about your plans from the . 
beginning in order to be able to tell you how much you will need to 
budget for insurance. The rules of liability are different for private 
home owners than for landlords. If you have rent-paying tenants in 
your own home, they may not be covered for injuries although your 
policy protects guests and relatives. The contents of your tenants’ 
rental unit within your home — furniture, stereo, jewellery — may or 
may not be covered by your policy. Tenants should be aware that 
they are responsible for insuring their own possessions. 


Fores 


It is possible to buy insurance which will cover the income you 
normally derive from tenants if there is a fire or flood and your 
tenants move out. This may save your rental property for you if you 
depend upon the tenants’ rents to cover the mortgage. 


A good insurance agent or broker with experience in residential 
rental properties will be able to advise you on your needs. 


Resources Managing Single-Family Homes, by Barbara Kamanitz Holland, 
nen (1M, published by Institute of Real Estate: Management, 
Chicago 
Principles of Property Management, published by The Real 
Estate Institute of Canada ( 


Property Management Reinvented, Mel A. Shear, published by 
Prentice Hall, N.J. 


The Billpayer’s Guide to Heating Systems, published by Energy, 
Mines and Resources Canada 


The following publications are available from Ontario Minis- 
try of Housing (see Chapter 2 for a list of regional offices): 
Understanding Your House 

The Water Resistant House 

Plumbing: Getting Water Where You Want It 

Wiring: Putting Power At Your Fingertips 


Ontario Building Code and Ontario Plumbing Code can be pur- 
chased from: 

Ontario Government Bookstore 

880 Bay Street 

Toronto, Ontario M5S 1Z7 

or ordered by telephone at (416) 965-6015 

If you are calling long-distance, dial toll-free 1-800-268-7540 
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Enquiries concerning the Ontario Building Code can be 
addressed to your municipal building department or to: 
Ontario Ministry of Housing 

Ontario Building Branch 

777 Bay Street, 2nd Floor 

Toronto, Ontario 

M5G 2E5 

(416) 585-6666 


The Residential Rental Standards Board: information can be 
obtained by telephoning your local Rent Review office. The 
numbers of the 21 local offices are listed in Chapter 4. If you 
are calling long-distance, ask the operator for Zenith 9-6000 
(toll-free). 


The Better Business Bureau has offices across the province: for 
the number of the one nearest you, call the Better Business 
Bureau of Metropolitan Toronto: (416) 766-5744. 
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Renovation 


ore than 60 per cent of Ontario’s smaller-scale rental 
buildings are over quarter of a century old, and need more 
than simple maintenance, more than quick-fix solutions to 
serious problems. As a landlord you may own a space 
which you want to rent out to a tenant, or perhaps you already have 
a tenant living there. But the rental unit is unattractive and run- 
down, or it has inefficient plumbing and unsafe electrical wiring. 
What you are facing is the need for renovations. And renovations 
mean time, expense and mess: every landlord’s nightmare. 


However, renovations also mean higher rent. Renovations mean 
freedom from the fear of a law suit because bricks fall off the chimney 
and hit a passerby on the head. And renovations mean a more effi- 
cient building, with lower energy costs and problems solved before 
they get out of control. 


A modernized, attractive apartment can be rented for a good price to 

tenants who will find it rewarding to keep it clean and attractive. Of 

course, rents would have to be established legally, under the Residen- 

tial Rent Regulation Act. A shabby, old-fashioned apartment draws a 
)) lower price, and offers no incentive to the tenant to look after it or to 
WV, stay for a long time. 
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Improving a rental property is different from renovating your own ¢ 
home. Instead of thinking about your own personal taste and the 

home you dream of living in, take two factors into consideration at 

every step: attracting and keeping good tenants, and keeping ongo- 

ing maintenance costs low. 


The costs you are concerned with are both the up-front costs of the 
original renovation, and the on-going costs of maintaining the reno- 
vated area. Putting cream-coloured broadloom in the entranceway 
may lighten the hall, but it will have to be replaced frequently. Tiles 
in the entranceway rather than broadloom may be cheaper initially, 
will wear well, and can be just as attractive. 


This chapter will take you through the major steps of a successful 
renovation, balancing current costs and future benefits. 


First, there are legal obligations which you have to take into consid- 
eration before you begin to plan your renovations. In all, there are 
three government acts which may apply to you. 


1 » Legal Obligations 


A. The Rental Housing Protection Act 
B. The Landlord and Tenant Act 
C. The Residential Rent Regulation Act 


The Rental Housing Protection Act is designed to preserve the exist- ( | 
ing supply of rental housing in the province. It regulates the demoli- 

tion, renovation, conversion and severance of certain rental buildings. 

The reason is that low-income tenants are being squeezed out of the 

tight market for accommodation. Fancy, expensive apartments and 
condominiums will not solve their problems. The government hopes 

to decrease the current rental accommodation shortage by saving the 

older, smaller, and generally cheaper apartments now available. 


A) The Rental Housing 
Protection Act 


In order to apply for approval to your local municipal council or city 
council, you should obtain the relevant form — for a conversion, 
renovation or demolition — from the local municipality. You are 
obliged to tell your tenants that you are making an application and 
provide them with a copy. 


After you submit the completed form, it will take a minimum of 30 
days before a hearing, because the council will arrange a public 
meeting to hear the application. Your tenants and neighbours may 
attend this meeting. 


It is difficult to get your application for renovations approved if the 
current tenants have to vacate the building. And if you are applying 
to renovate 20 adequate, low-cost residential units in a single build- 
ing, ending up with 10 high-cost, luxury apartments, your applica- 
tion is unlikely to be approved. If there is a shortage of affordable 
rental housing in the area, the council will be even more reluctant to 
permit renovations which will diminish the number of apartments or 
lead to greatly increased rents. 
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The Rental Housing Protection Act states that approval of your 
municipal council is required to undertake renovations or 
repairs if: 


e the eviction of existing tenants is required, or 


e the unit is now vacant but there have been tenants in the 
unit at any time during the previous year, and 


e the renovation is so substantial that vacant possession is 
required. 

Municipal council can only approve demolitions or major 

renovations when: 


¢ similar accommodation is supplied for tenants who are 
dislocated, and the landlord guarantees to build 
replacement units, at similar rents, or 


e the availability of affordable rental housing in the area is 
not negatively affected, or 


e the building is unsafe and unfit for humans. 


You do not have to obtain approval for renovations under the 
Act if: 


e the property has four or fewer residential units (unless it is 
a conversion of apartments to condominiums, in which 
case size is irrelevant); 


e the property is in a municipality with a population below 
25,000 (unless that municipality is named in the regula- 


tions, which can be checked by phoning (416) 585-7527 or 
your local municipality); 


e the renovations in your building have been ordered 
under the Building Code, the Fire Marshall’s Act, the 
Planning Act or the Residential Rent Regulation Act; 


e the building is being renovated or repaired under certain 
government housing programs: the Low-Rise Rehabilita- 
tion Program, the Residential Rehabilitation Assistance 
Program, the Non-Profit Housing Program, or the federal 

Cooperative Housing Program. 


If the council rejects your application, you have 21 days to appeal to 
the Ontario Municipal Board. If the Board also rules against you, you 
can apply to the provincial Cabinet. However, remember that your 
tenants and neighbours can appeal against you if a decision is made 
in your favour. 
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B) The Landlord and 
Tenant Act 


Note: Ifthereisa conflict between 
the Landlord and Tenant Act and 
the Rental Housing Protection 


Act, the Rental Housing Protec- 
tion Act is given more weight. 


C) The Residential Rent 
Regulation Act 


Renovation 


The maximum fine for contravening the Rental Housing Protection 
Act is $50,000, and a jail term of up to one year may be imposed. It is 
the landlord’s responsibility to be aware of the law. 


This act is covered in greater detail in Chapter 8 on “Landlord-Tenant 
Relations”. Its relevance to renovations is that under the Act, you, the 
landlord, must give tenants at least 120 days’ notice at or after the 
end of a tenancy period if you intend to do extensive renovations. 
The notice must comply with many technical requirements, so you 
should consult your lawyer. Notice to terminate must not be given 
before you have obtained a certificate of approval under the Rental 
Housing Protection Act. The renovations must be so extensive that 
they require a building permit and vacant possession of the premises. 
You cannot ask a tenant to move out because you are replacing the 
bath and painting the interior of the apartment. 


The tenant may then inform you in writing that he or she wants the 
right of first refusal to rent the apartment again after the renovation. 
The rental after the renovation must be at the lowest rent that would 
be charged to any other tenant for the same apartment, and must be 
legal under the Rent Regulation Act. 


The Residential Rent Regulation Act regulates rent increases that 
landlords can charge for apartments. (This act is discussed in detail in 
Chapter 4 on “Rent Review.”) An important element of the Act is the 
establishment of a Residential Rental Standards Board, which is 
intended to ensure that all private rental residential units in the 
province are maintained to an acceptable minimum standard. Any 
additions or changes you make must conform to those minimum 
standards. Chapter 5 on “Maintaining Your Property” explains the 
minimum standards in more detail. 


The Act is also relevant to this chapter on renovation because it 
affects the ultimate financial benefit you will derive from doing your 
alterations. If you spend money renovating your rental unit, you may 
be permitted to raise the rent more than the percentage allowed by 
the official guideline set each year by the Rent Review system. You 
must go through the legal process described in Chapter 4. 


If possible, avoid doing major renovations during the first year after 
buying a property. In most cases, the cost of these renovations will be 
considered part of the purchase price and will not be considered in 
an application to raise the rents. However, you will have to do what- 
ever renovations are necessary to conform to minimum standards. 
Under certain circumstances, you may be allowed to put in your 
application before the renovations are completed. Of course, the rent 
increase will be conditional upon completed renovations as described 
in your application. A successful application may help you borrow 
money to finance the renovations. 


86 


PA 


*¢ 


Renovation 


PETE 


> All of the renovations should be completed within a 12-month pe- 
riod, so that you only need to apply for Rent Review once, saving 
time and money. 


You should obtain three written quotes from different contractors to 
prove the price you paid was competitive, and it is useful to have an 
engineer's report stating the need for repair in the building was 
caused by normal wear and tear, not by your negligence. 


For more information on any of these three acts, contact: 


The Ministry of Housing 
4th Floor 

777 Bay St. 

Toronto, Ontario 

M5G 2E5 


Toll-free number: Ask the operator for Zenith 9-6000. 


2 » Planning 


A) General Planning First draw up a list of the most essential changes the rental building 
needs — such as new kitchen cabinets and counters, fresh paint 
throughout the interior, a more efficient furnace, copper piping. 


ee Then make a list of the changes you would like to make, but which 
/ are not strictly necessary — such as replacing the baths, changing the 
light fixtures or installing air-conditioning. 


The cost of doing the renovations in the first list is your essential cost. 
The cost of doing the renovations in the second list is optional. You 
can decide to do them only if you have enough money and if you 
think they will attract the kind of tenants you want and make them 
comfortable enough that they will stay on in the apartment. 


Ball Park Budgeting — Contracted Costs 
Renovation Cost Ranges Comments 


Bathrooms: 3,000 - 6,000 Includes new fixtures, 


flooring. 
Kitchens: 7,000 - 12,000 No new appliances are 
included. 
Additions: 500 - 1,000 per Smaller additions will 
square metre cost more per square metre. 
Total 500 - 1,000 per Includes all new services, 
Renovation: square metre drywall, flooring, kitchen, 


bathroom, etc. 
Basement 6,000 - 12,000 Includes drywall, 


Finishing: Meet windows and 
ooring 
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B) Taking Stock It’s wise at this point to take stock of the structure and condition of é 
your building. If you are going to do anything that might affect the 

supporting structure of your building, you may need expert advice. 

A building inspection service or, for larger properties, a consulting 

engineer, can provide a useful, detailed picture of what changes need 

to be made to your building, and how much those renovations are 

likely to cost. 


Will changes to the outside walls, such as additions, sliding glass 
doors, or window enlargements, affect the building structure? Are 
changes being made to interior walls by widening a doorway or 
removing a wall entirely? If so, have you investigated whether the 
wall is supporting the floor above? Are the wood joists of the floors 
strong enough for the changes you have in mind? When you tear 
down that innocent-looking wall, will you discover that it contains 
heating ducts, electrical wiring and outlets, plus the plumbing to the 
bathroom on the next floor? 


In old buildings, you may be legally obliged to upgrade plumbing, 
electricity and heating services to current standards. Even if the 
building’s services are not below official minimum standards, it 
makes a great deal of sense to cut future energy costs, often dramati- 
cally, by improving energy efficiency while you renovate. If you are 
putting up new drywall, you can take the opportunity to reduce 
future energy costs by insulating the outside walls. The next chapter 
is devoted to the subject. 


It may be worthwhile to spend a couple of hours walking through 
your building with a professional. To hire a designer, architect or ¢ 
contractor on an hourly basis will cost from $30 to $90 per hour. You 

will find that you can pick up an astonishing amount of advice and 
information in only an hour or two. 


Opening up an interior wall 
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C) Detailed Plans The next step is to draw up a detailed set of plans. You can hire a 
a professional, such as an architect or interior designer, to prepare the 
plans for a fixed fee, or you can ask a contractor to do the same, or 
you can draw them up yourself if you feel qualified, perhaps with 
some help from an architectural student or draftsperson. 


Depending on the scope of the renovation you are planning, you will 
need: 


¢ asite plan 
floor plans 


elevations of the building exterior 


e 
° 
* across-section of the building 
e detail drawings 

° 


written specifications 


Site plan 
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These detailed plans are necessary right from the beginning so that ( 
you can obtain realistic and competitive quotes from contractors. The 
package presented to each contractor should include enough details _ | 
on the materials and construction techniques to be used to get you an 
accurate quote. If a contractor draws up the plans, it is best to buy 
them for a set price. Then you own the plans and can show them to 
other contractors to get competitive quotes. 


The plans are also necessary to accompany your building permit ‘ 
application. The drawings should be detailed enough to answer any 
questions which the plan examiner might have. This reduces the 
likelihood of delays caused by incomplete applications and misinter- 
pretations. 


3 Of all the steps involved in renovation, dealing with City Hall is one 

Idi ; of the least understood. Many building owners fear that applying for 
7 Building Permits the required permits will cause unnecessary and costly alterations to 
their plans, and that the process will create long delays. In reality, 
most permit applications are processed quickly, with a permit some- 
times issued on the same day. 


It’s your responsibility to find out the law and take appropriate 
measures if it affects you. 


ing Department of your local municipality and ask. Describe your 
renovation and ask what the requirements are likely to be. If your 
question can’t be answered over the phone, the Building Department 
will usually send an inspector to assess the situation, and to tell you 
what, the permit requirements are, if any. Take advantage of this 
opportunity to get advice on your job from the inspector. Once you 
get your permit, you will have further access to his years of experi- 
ence. The inspector, whose advice is free, can often suggest more 
efficient and less expensive ways of reaching your renovation goals. 


If you don’t know whether or not you need a permit, call the Build- ( 


Generally, you need a municipal building permit if you’re going to 
alter or add to a building, excavate or construct a foundation, or 
install plumbing, air conditioning, or a heating system. The specifics 
vary from municipality to municipality. 


The permit is issued after your plans are checked for compliance with 
any zoning bylaws, the Ontario Building Code, and any other appli- 
cable law. 


Generally, permits for interior renovations require only floor plans 
and a cross section. Work affecting the exterior requires floor plans 
and a cross section, as well as a site plan and elevations. These draw- 
ings should be drawn to scale and fully dimensioned (showing all 
distances). 
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There is a fee for the permit, usually around one per cent of the cost 
of construction. 


If there is any difficulty with your application, you will be told how 
to reapply. The problem may simply be that a drawing or construc- 
tion technique is not clear. 


What follows is a list of important permits and processes you should 
know about. Although in many cases the architect or contractor will 
handle this part of the job, you are ultimately responsible. Failure to 

) follow the prescribed procedures could mean a stop-work order or 
even an order to demolish the work already completed. 
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To get a building permit, you need to conform with: (a 
A) Local bylaws and zoning regulations; . 


B) The Ontario Building Code, which deals with the building’s 
structure and fire and safety concerns; 


C) The Plumbing Code and other specific codes. 


A) Local By-laws and All municipalities have local bylaws and zoning regulations to con- 

Zoning Regulations trol the use of land. Some of these, such as how close to the lot line 
you can build or how large your building can be, may conflict with 
your plans. Note that bylaws may not allow you to have more than 
one family living in a rental property. 


You may require municipal approval if your plans don’t comply 
exactly with zoning bylaws requirements. For example, the problem 
may be in meeting minimum setbacks from property lines or exceed- 
ing the allowable square footage of the building in relation to the lot 
size. If a minor variance is required, then you need to apply to the 
Committee of Adjustment. 


e The municipality will inform your neighbours of your applica- 
tion. Therefore, it is wise to talk to your neighbours and try to get 
their support, either in writing or by attending the hearing to 
speak in support of your plan. 


e Geta preliminary inspection report from the building plan exam- 
iner at your municipal office, and make sure all possible items & 
involving variances are covered in your application to the Com- 
mittee of Adjustment. It costs $100 (1987 cost) each time you 
appear at a Committee of Adjustment hearing in Toronto, with 
similar costs elsewhere. 


e You have a 30-day appeal period following the Committee of 
Adjustment decision; during this time, you, or any other inter- 
ested party, can appeal the decision to the Ontario Municipal 
Board. No construction may be undertaken during this period. 


¢ On average, more than 80 per cent of requests are approved. 


B) Ontario Building Code The Ontario Building Code deals with building structure and details 
the fire and safety regulations for various sizes of rental buildings, 
such as smoke detectors and means of exit. These are detailed in 
Chapter 5 on “Maintaining Your Property.” If you are turning a 
single-family home into a multi-unit dwelling or adding a third 
storey, you may need to conform with stricter regulations and it is 
best to find these out in advance. 


Part 11 of the Ontario Building Code is a new section which sets out 
compliance alternatives for residential renovations and the conver- 
sion of other buildings to residential use. 


e 
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To find out whether you are required to use the services of a profes- 
sional engineer or architect during your renovation, call your munici- 
pality. 


These services are usually required if a residential building is more 
than 3 storeys high or bigger than 600 metres square. 


C) Plumbing, Heating Alterations to your plumbing, heating, or wiring require a permit. 
and Electrical Permits The plumbing permit is issued at your municipal office when you get 
your building permit. Electrical permits are issued by your local 
Ontario Hydro Electrical Inspection Office. These permits are usually 
arranged for by the tradesperson who has contracted to do the work 


in your building. 
Municipal Your renovation is going to be inspected at specific key points by an 
4 x Inspecti ons inspector whose primary concern is safety and secondary interest is 


quality. The inspector’s job is to ensure that you are carrying out the 
work in accordance with the Building Code and your approved 
plans. It is your responsibility to call in the inspector while the work 
to be inspected is still visible. If there is not adequate access to wiring 
because the new insulation or drywall covers it, the inspector is quite 
likely to order the insulation and drywall removed. The inspector 
usually requires 24 to 48 hours’ notice of when to visit. Your contrac- 
tor should be responsible for calling the inspectors. If you are super- 
vising, try to anticipate the work schedule. If you know the plumbing 
will be complete by Wednesday, call on Monday and arrange an 
appointment. Otherwise, you will lose a day or two simply waiting 
for an inspection before you can continue. 


The Building Inspector may make approximately four specific- 
purpose visits, and may drop in in between those visits for an interim 
check. Before you start work, find out what inspections will be re- 
quired. 

e For new additions, an inspection will be required after the foot- 


ings and the foundation wall are poured and before the excava- 
tion is backfilled. 


e Aninspection will be required when any new framing is com- 
plete; in other words, when the frame is up, the roof is on and 
shingled, and the windows and doors are in place. The interior 
must be left exposed so that the structural elements can be in- 
spected. 


e An inspection required after the insulation is installed can some- 
times be combined with the structural inspection just mentioned. 


e¢ When all the work is finished there is the final inspection, to 
confirm that the work was done as outlined in the plans. 
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The Plumbing and Heating Inspectors, like the Building Inspector, ¢ . 
are contacted through the Building Department at your municipal roy 
offices, and often the Plumbing Inspector is the same person as the 

Heating Inspector. A plumbing inspection is arranged after the 

roughed plumbing is installed and capped, ready to receive the 

fixtures. A heating inspection is carried out after the duct or pipe 

work is roughed in, and also upon installation of the heating unit. 


The Electrical Inspector, who is contacted through your local Ontario 
Hydro Electrical Inspection Office, is generally called in twice, once 
when the wiring to the outlet boxes and back to the main panel is 
complete (but before the walls are finished), and again when every- 
thing is finished and connected. 


Working with How badly does your rental property need renovating? If the build- 
. Contractors ing is sound and needs only some modernizing and brightening, you 
can hire a painter, an electrician, a kitchen cabinet installer or even do 
some work yourself. If there are structural problems and you need to 
move walls or re-direct much of the plumbing, it is probably best to 
hire a general contractor. 


General contractors coordinate the entire renovation, while subcon- 
tractors work in one specific trade, such as plumbing or drywalling. 


A general contractor should have years of experience and skill as an 
organizer, diplomat, supervisor, and taskmaster and can ensure that (w 
the job is done on time, on budget and with proper quality control. 
Your contractor must be organized, competent, and good with people 
— particularly with you! A general contractor works to the plans and 
specifications, chooses the subcontractors, makes sure both trades- 
people and the proper materials are on site when required, and 
supervises the work. Even a relatively small project, such as a new 
kitchen or bathroom, can require the coordination and supervision of 
four or five subcontractors (cabinet installer, plumber, electrician, tile 
setter, carpenter, and painter). A larger job can sometimes involve a 
dozen or more different subcontractors, all of whom need direction 
and coordination. 


A general contractor knows which tradespeople are reliable and 
competent. The general contractor works with them regularly and 
can get good, dependable service. The contractor will also be familiar 
with City Hall and its procedures. 


You may be tempted to deal with subcontractors directly, especially 
if you feel you know the job and can handle it well. This can give you 
more control over the quality and may cost you less, in theory at 
least, because you won't be paying the general contractor's salary. On 
the other hand, if you’re not realistically prepared for the work 
involved, it could actually cost you more. An inexperienced handy- 
man often pays more for materials, gets poor bids from subcontrac- | 
tors and makes mistakes in design or scheduling that cost both time e | 
and money. 
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A hoosi A compromise is to hire a contract manager, who will supervise the 
A) Choosing a Contractor _ subcontractors for you for a fixed fee. In this situation, you pay the 
subcontractors directly. 


Choosing the right contractor may well be the most important factor 
in a successful renovation project. There are several steps to follow in 
selecting a contractor: 


e Ask friends and colleagues whom they would recommend. 


e Call any trade association. Homebuilder associations — either 
local or provincial — will be able to provide a list of reputable 
firms in your area. 


e Look in the Yellow Pages of the telephone directory. 
Once you have a list of contractors, use these criteria to choose one: 
i. Price 


Make sure that all the contractors are giving you a price for the same 
thing. Without clear instructions, one contractor’s bid may suggest an 
entirely different finished product than another’s. One bid may be 10 
per cent less than another simply because of the contractor’s use of a 
lower-priced (and lower-quality) window. Keep a clear record of the 
various contractors’ estimates. If the contractor gives you a written 
estimate, check that the important details are included. Otherwise, 
you can draw up your own forms for comparison, fill them in and 
) ask the contractors to sign. 


Of course it is tempting to hire 

the contractor who offers the ie ee 
lowest price. While this practice vie 

often rewards the contractor Estimate 7 oe HANE 
who is more productive and No. 1 ADDRESS 
competitive, the lowest bid is 

not always the best one. A low ; 

bid may mean: SECON ee 


* a misunderstanding of the } work ToBcoone | waTERMLsUsED | MATERIALS USED pal dg wes: bid 
work being quoted, or 


® poor quality workmanship 
and materials. 
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ii. References € 


Ask to see another, similar job the contractor has done. Phone previ- 
ous customers and ask them to be honest about their experiences. 
Was the contractor reliable? trustworthy? helpful? Were the subcon- 
tractors good? Was the job done on budget and on time? How were 
disputes resolved? 


iii. Record of Experience 


Renovators who are serious about their businesses will have certain 
credentials which place them above the more transient operators. 
While a list of associations, affiliations, and licences does not guaran- 
tee that a contractor is the right one for you, it suggests that the 
company’s books and track record are in order. 


Contractors who have been in business for a long time demonstrate a 
high level of stability by that very fact. Of course, many newer firms 
are equally competent. Check the record of your contractor with the 
Better Business Bureau and with your municipal licensing agency. 


iv. Licenses and Insurance 


Contractors who solicit business or sign contracts in the home (as 

opposed to in a retail store or showroom office) are required to be 
registered and bonded under the provincial Consumer Protection 

Act. When the contractor has posted the necessary $5,000 bond, you 

have some assurance of the work’s completion, or access to the $5,000 « 
if the contractor defaults. 


A contractor's registration status can be verified by contacting the 
consumer services branch of the Ontario Ministry of Consumer and 
Commercial Relations in your area. 


Contractors should also carry comprehensive insurance policies as 
protection for their business and your home. The policy should 
include the following: public liability, property damage protection, 
and coverage of any damage which might become evident in the first 
year after completion. You might check with your own insurance 
agent to make sure there are no “gaps”. 


v. Familiarity 


Contractors are often creatures of habit. Choose one who is familiar 
with the type of work you are proposing. One who usually works on 
much bigger or much smaller jobs may not be the right person for 
you. Make sure that the contractor is used to subcontracting and has 
good contacts in the plumbing, electrical and carpentering trades. 


vi. Availability 


Although you might be suspicious of a contractor who has too much 

time available, you do not want to hire someone who is over-booked 

and does not turn up for a day here or a week there because there’s 

an urgent job to finish elsewhere. Find out what the contractor’s 

schedule is. ww 
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vii. Personality 


Do you feel comfortable with the contractor? Does heor she listen 
carefully when you explain what you want? If the contractor annoys 
or irritates you in a simple business interview when there is no 
pressure of time or money, what will happen when there are dis- 
agreements during the renovation? 


B) The Contract Regardless of the relationship you develop with your contractor, any 
nes agreements and understandings must be written down and signed by 
both you and the contractor. 


For smaller jobs, the contract does not need to be a complicated 
document, but it should cover the items listed below. If it is in the 
form of a letter, it should be marked “agreed”, signed by the contrac- 
tor, and returned to you. 


As the value of the proposed work increases, so should the amount of 
detail in the contract. For larger renovation projects, a complete and 
thorough contract should be prepared, and it should probably be 
reviewed by your lawyer. 


Wherever possible, get a “fixed price” contract. You are then buying 
the renovation at a predetermined price. This requires a detailed 
description of what you want, with drawings. This may include 
demolition, landscaping, finishing work, removal of debris, etc. Even 
so, if something unforeseen arises, something that the contractor had 
) no way of knowing about, it is quite reasonable to negotiate for an 
“extra”. Some people prefer “cost-plus” contracts, which means you 
pay for labour at an hourly rate, plus materials and an overhead 
charge. However, you should still set an upper limit on the job. 


While there’s no such thing as a standard contract, Ontario’s Consumer 
Protection Act lays out specific items which must be included in every 
contract to ensure its effectiveness: 


e Your name and address and that of the contractor. The contractor 
should state the company’s full name, telephone number, and the 
name of the signing officer. 


e A detailed description of the work to be performed under the con- 
tract. This is best accomplished by including building plansand 
specifications as part of the contract. 


e An itemized price of the contracted work and the terms of payment. 


e A statement of any warranty or guarantee on the work to be per- 
formed. 


e Signatures of both parties, with each retaining an original signed 
copy of the contract. 


e Specific dates for starting and completing the work. 
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For larger renovations, some other clauses should be incorporated into 
the contract: 


e A statement naming the person who will obtain all necessary permits. 
These might include demolition, plumbing, electrical, and of course, 
building permits. 

e A statement that all work will be performed in accordance with plans 
and specifications and with local building codes. 


e A statement of the contractor's public liability and propertydamage 
insurance, and coverage of employees and sub-trades under the 
Workers’ Compensation Act. 


e A statement that the contractor is responsible for maintaining a clean 
site, and removing all debris as soon as construction is completed. 


e A statement naming the person (usually the homeowner) who is 
responsible for providing the contractor and sub-trades with access to 
the property, and power, water, washrooms, etc. 


Some clauses and inclusions in your contract are more likely to lead 
to problems than others. The major disputes which arise between the 
contractor and the homeowner usually involve one of these three 
trouble areas: 


i. starting and completion dates 

ii. payment schedules « 
iii. what was and/or wasn’t included in the contract 

i. Starting and completion dates 


You should specify start and finish dates in your contract to protect 
your interests. But you should also realize the contractor's difficulties. 
Bad weather, the unavailability of materials, and a host of other un- 
foreseen problems can keep the contractor from completing and even 
from starting the job on schedule. These delays are easier to justify 
than those caused by overbooking, poor scheduling, or ignorance of 
the requirements posed by the work. As general policy, your first 
payment should not be made until work begins on your project. Even 
then, this payment should not exceed 10 per cent of the contracted 
amount. In some cases, where custom orders are being placed, an 
earlier down payment may be required. 


ii. Payment Schedules 


A payment schedule should be listed in the contract and should be 
based on work actually done, not on predetermined dates. Do not 
make your final payment until the last detail of the work is complete, 
or the last inspection has been made by your building inspector. 


The Construction Lien Act requires that 10 per cent of each payment 

to the general contractor be held back by the homeowner until 45 

days after completion of the work. This protects you against a lien A 
which may be placed against your property by a sub-contractor who 
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has not received payment from the general contractor. A lien is a 

legal claim which prevents you from selling or mortgaging your 
property until the issue is resolved and the lien withdrawn. If no 
claim has been registered after 45 days, you can then pay the hold- 
back to your contractor. 


ili. Being Specific in the Contract 


The contract and specifications should be as detailed and specific as 
possible. If you say oak kitchen cabinets, the contractor may think 
you mean oak veneer, while you are really expecting solid oak. 


If you make any changes after the work has started, determine the 
exact costs and any changes in timing and get it all down in writing. 
Do not accept a verbal agreement. 


C) lf Things Do Go Wrong Although you have tried to prepare for contingencies by carefully 
choosing your contractor and by writing a detailed contract, difficul- 
ties may still occur. If you have persistent problems in getting your 
contractor to live up to your interpretation of the contract, several 
measures are available to you. It is a good idea to seek advice from a 
lawyer or knowledgeable friend first. 


You can send the contractor a registered letter outlining your com- 

plaint and your demands. This letter should state the measures you 

will take if the contractor doesn’t comply — withholding payment, 

hiring another contractor, and requesting the return of any downpay- 
) ments are among your options. 


You can also register your complaint with an official body, sending a 
copy to the contractor. Larger municipalities have business licensing 
agencies and a Better Business Bureau office. Each of these bodies is 
responsible for tracking the performances of contractors. They will 
first attempt to find a resolution to the dispute. Only if that fails will 
they mediate a settlement. Most contractors will cooperate in trying 
to resolve the problem before this process is initiated. 


The Business Practices Division of the Ministry of Consumer and 
Commercial Relations administers the Business Practices Act. The Act 
clearly defines unfair business practices and sets out a straightfor- 
ward method by which you can claim redress if you are the victim of 
an unfair business representation. In such circumstances, the Busi- 
ness Practices Act gives you the legal right to: 


e Ask the business to terminate the contract. 
e Askacourt to rescind the agreement if the contractor refused to. 


e Ask the Ontario Ministry of Consumer and Commercial Relations 
to mediate the dispute. (Contact their Consumer Services Branch 
in your area.) 


Finally, you can take the issue to court, which usually means seeing 
your lawyer. If the money involved is less than $3,000 in Toronto, or 

) $1,000 in the rest of Ontario, you can use the Small Claims Court. 
This is a more informal hearing and you do not need a lawyer. 
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CONTRACT Cs 


Between the owner: 
And the contractor: 


Subject property: 


The Contractor Shall: 


Furnish all labour, materials, supervision and services to carry out the work detailed in the attached 
plans and specifications (to be initialled by the contractor and the owner) at the above address. 
Maintain full public liability and property damage insurance covering the above work. 

Obtain and pay for all necessary building permits, licences and certificates demanded by the municipal 
or provincial regulatory authority and give copies to the owner before work is started. 

Maintain Worker’s Compensation coverage on all employees as required by provincial law, and assure 
that all subcontractors maintain such coverage on their employees. 

Acknowledge the right of the owner to retain a mechanics’ lien holdback as specified by provincial 


law. 

Do all work to the requirements of the applicable building codes or CMHC standards. © 
Be responsible for the work carried out under this contract by any subcontractors he may employ. 

Agree to start the work within 10 days of the signing of this contract, and to complete it not later than 

60 days after the work has started. 

Remove all construction debris from the property upon completion of the work. 


10. Warrant the work and materials for a period of one year from date of completion, and during this time 


will repair any defects immediately upon receiving written notice from the owner. This warranty does 
not replace the following manufacturer’s warranties on materials and equipment (details to be in- 
cluded or attached). 


The Owner Shall: 


fate 


Be responsible for assuring that the property meets municipal zoning bylaws and, if necessary, that 
special permission has been obtained from the appropriate authorities for the work covered in this 
contract. 


12. Provide the space and freedom of movement on the property for the contractor’s employees to do 

their jobs. 
13. Pay the sum of $ to the contractor, subject to clause 5 above, as follows: $ 

when the work is % completed, $ when the work is % completed, $ 

when the work is 100% completed. 
Signed 

Contractor Owner 

Date : 


. 
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) 6 Money is at the root of most renovation problems. Poor money 
" Financing management means cost overruns and difficulties in arranging 
i) financing and in meeting payment deadlines. Several general rules 
will help you to work through the delicate procedures of costing and 
financing your renovation. 


First, make sure that you are aware of all the financial implications of 
the proposed renovation. On the one hand, you can probably expect 
to get a higher rental for your units and the building may have an 
increased resale value. If you have made the building more efficient 
with increased insulation, your energy costs may decrease. 


On the other hand: 


¢ You may not be permitted by Rent Review to raise the rents high 
enough to cover the renovation costs. (See Chapter 4 on “Rent Re 
view.”) 


e Your building’s assessed value may increase, with some increase 
in property taxes and insurance premiums. 


e You may have difficulty in selling a converted multi-unit building 
if most buyers attracted to that neighbourhood are interested in 
single-family dwellings. 

e Your operating costs for heating may actually increase if you have 
expanded the building’s area. 


) These factors have to be weighed to decide what renovations make 
sense. 


A) Getting a Loan Paying cash for renovations is an option not open to most of us, so 
we have to borrow the money. In Chapter 3, there is a detailed 
section on borrowing money to buy or renovate a rental property. 


The building you own is often the key to making the financial ar- 
R , rangements for a renovation loan. Most lenders will require you to 
enovation loans may be granted Saks ee ines mara : 
in two stages. The first stage is maintain a minimum of 10 per cent equity in your building. This 


bridge or progress payments, means that 10 per cent is not borrowed but has been paid with your 
granted as each stage of the own cash. 
renovation is completed. The 


second is a straight loan, granted | Always arrange for more financing than you think you will need. 
When you have finished preparing your detailed budget, add 20 to 25 


on the completion of the renova- 
tions. Because it is based ona ; ; : f : i 
new appraisal of the renovated per cent to the final figure for any contingency which might arise. 


building, it is usually lent at a This may seem high, but it will help cover unforeseen circumstances, 


more favourable rate and issued 


uch as the discovery of rotting wood when you open up a wall. It 
to repay the bridge payments. : My 8 y E P 


will also help to cover the cost of any changes or additions that you 
decide on after the renovation has already started. Don’t forget to 
include all the costs of renovation — if you are adding an extra room, 
you will need light fixtures and perhaps broadloom or hardwood 
flooring. 
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B) Making Use of Financial There are several plans set up by the government to encourage the * | 
Assistance Programs small landlord, designed to give you financial help in creating rental . 
units. | 


i. Low-Rise Rehabilitation Program 


Between 1987 and 1990, forgivable loans of up to $5,000 per unit are 
available to landlords to help them upgrade old rental buildings. The 
buildings must have been built before 1960 and must have fewer than | 
five storeys and at least two rental units. Rooming houses are in- 

cluded under the program. 


Two-thirds of the cost of essential repairs required to bring the 
building up to minimum standards may be granted. So this program 
will not pay for you to install marble tile, but it may help if the elec- 
trical wiring is dangerously out of date. 


Provided you satisfy the conditions of the program, you do not have 
to pay any money back — either principal or interest. The full 
amount of the loan is considered outstanding for the first five years. 
After that, the loan is “forgiven” at the rate of 10 per cent per year. 
This means that the amount you owe is reduced by 10 per cent each 
year until it reaches zero, even though you make no payments. These 
conditions must be satisfied: 


e¢ You, the borrower, continue to own the property, and keep the 
units as rental apartments; and 


e You are willing to attend any management or technical training ‘« 
program the Ministry thinks is necessary, and you are willing to 
provide information to help evaluate the Low-Rise Rehabilitation 
Program. 


You also have to be willing to keep disruptions to your tenants to a 
minimum during the repairs. 


Landlords with buildings of 10 or more units may be asked to offer 
10 per cent of the units to the Rent Supplement Program, under 
which low-income tenants pay rent based strictly on household 
income and the Ontario Housing Corporation pays the balance, up to 
an economic rent for the area. 


Under the same program, an additional forgivable loan of up to 
$5,000 per unit is available to make the apartment accessible for 
disabled tenants. Even if your building is not sub-standard and 
therefore does not qualify for a loan for essential repairs, you can still 
apply for the loan to modify the unit for disabled tenants. 


This program does not function in every municipality. Call your local 
municipal building department for more information and an applica- 
tion form. 
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For further details, contact your 
nearest Ministry of Housing Re- 
gional Programs office. (Ad- 


dresses and telephone numbers 
are given at the end of Chapter 2) 
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ii. Convert-to-Rent 


This program offers interest-free loans of $7,000 per unit for the 
conversion of part of the landlord’s own home into a rental unit, or 
the conversion of non-residential buildings into residential units. The 
program offers an additional $5,000 loan per unit when the conver- 
sion includes modifications for the disabled. 


These are the kinds of projects that would be eligible for the loans: 


e Converting part of the single-family home in which you are living 
to create a self-contained rental apartment. (A self-contained 
apartment has its own private bathroom and kitchen facilities.) 


e¢ Converting the garage or storage area of the single-family home 
in which you are living into a self-contained apartment. 


¢ Converting non-residential property, such as rooms over a retail 
store, or an office, a warehouse, church or school, into self- 
contained apartments. 


¢ Converting a part of a building which is not a single-family 
residence (for example, the rooms above a store) into non-self- 
contained units. One loan is available for every two such units, 
that is, to living space for two bedrooms, which share a common 
living room or kitchen or bathroom. 


e Converting non-residential space into hostel-type accommoda- 
tion. 


e Adding new rental construction to a non-residential building or 
an existing housing project. 


Not eligible for loan assistance are new construction on a vacant site 
and changes made to units which are already residential units. 


The loan is interest-free for 15 years. You make no payments for the 
first 10 years. Repayment of the loan principal commences in the 
eleventh year in the form of equal monthly payments over the next 
five years. The units must remain as rental accommodation for at 
least 15 years. Otherwise the loan is repayable immediately in full. 
Projects receiving other government funding will generally be ineli- 
gible. 


Landlords with many units in their building may have to offer up to 
25 per cent of their units to the Rent Supplement Program, under 
which low-income tenants pay rent based on household income and 
the Ontario Housing Corporation pays the balance, up to an eco- 
nomic rent for the area. 
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You are not eligible for this 
program if you are receiving 
other on-going federal or 
provincial housing subsidies, or 
if the property is a hotel or 
hospital. Contact your local 
Canada Mortgage and Housing 
Corporation (CMHC) office for 
more details. (Addresses and 
telephone numbers are given at 
the end of Chapter 3.) 
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iii. | Residential Rehabilitation Assistance Program me 


This federal program provides loans to landlords to bring residential 
units to a minimum level of health and safety, as long as the units are _ 
rented out for rents below market value for a period of 15 years. 


If your property needs major repairs, you may be eligible for a loan to 
help cover the costs for materials, labour, legal fees, financing costs, 
building plans and permits. The loan can be up to $17,000 per self- 
contained rental unit or up to $8,500 per hostel bed. The loan is 
forgivable at the rate of 1/15 per year (e.g. $1,000 per year for a loan 
of $15,000), so that the entire loan is forgiven at the end of 15 years. 


The size of the loan you will be granted depends on the relationship 
between the rents you are charging and comparative market rents in 
the area. For 15 years after the renovation, you will be required to 
seek approval for annual rent increases and the rent will have to stay 
below market rates. 


iv. Ontario Hydro 


Renovations that improve energy efficiency may be eligible for loans 
arranged by Ontario Hydro. These are detailed near the end of 
Chapter 7 on “Energy Conservation.” 


Financial assistance programs change periodically. If you have plans for a 
conversion or essential repairs, call the Ministry of Housing, Canada 
Mortgage and Housing Corporation and your local municipality for up- 
to-date information on new financial assistance programs. 


You should be aware that costs paid by government programs are not 
generally eligible under the cost-pass-through provisions of Rent Review. 


Plans, Permits and Payments, published by the Ontario Ministry 
of Housing 


For further information about renovating your rental prop- 
erty, contact your nearest Ontario Ministry of Housing Re- 
gional Programs office (see Chapter 2 for addresses and 
telephone numbers), or contact: 


Housing Conservation Unit 
Ontario Ministry of Housing 
777 Bay Street, 2nd Floor 
Toronto, Ontario 

MSG 2E5 

(416) 585-6514 


Ontario Renovation Information Centre 

16 Howland Avenue 

Toronto, Ontario | 
M4K 276 A | 
(416) 461-7577 
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Ontario Building Code and Ontario Plumbing Code can be pur- 
chased from: 
Ontario Government Bookstore 
880 Bay Street 
Toronto, Ontario 
MSS 127 
or ordered by telephone at (416) 965-6015 
If you are calling long-distance, dial toll-free 1-800-268-7540 


Enquiries concerning the Ontario Building Code can be 
addressed to your municipal building department or to: 
Ontario Ministry of Housing 

Ontario Building Branch 

777 Bay Street, 2nd Floor 

Toronto, Ontario 

M5G 2E5 

(416) 585-6666 


The Better Business Bureau has offices across the province: for 


the number of the one nearest you, call the Better Business 
Bureau of Metropolitan Toronto: (416) 766-5744. 
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ne of your main expenses as a landlord will be energy 

costs. A typical older two- or three-storey apartment 

building might have yearly utility costs of $750 or more 

per unit, which the landlord may or may not share with 
the tenants. The heating cost alone can be 20 per cent of a building’s 
total operating costs. But it is not only the monthly heating and 
electricity bills that you will have to pay. There are also the long-term 
effects of heat, cold, air and water on your building. 


You can prolong the life of your property by conservation — conser- 
vation of the physical structure, conservation of the services or 
systems throughout the building, and conservation of energy. This 
chapter is about sensible, economical ways to improve your energy 
efficiency. 


On a personal level, your tenants will be more comfortable in a 
building which is energy efficient. Reduced air leakage and well- 
insulated walls will eliminate cold drafts and cool spots in the build- 
ing. Winter humidity levels will be higher because moisture will be 
retained in the building, and the extra insulation will also cut down 

on noise carried through the walls and windows. In summer, the 
effect is reversed and the building is cooler. 
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Cross-section of exterior wall 
after renovation 
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If you are thinking about renovating your building, consider improv- € 
ing its energy efficiency at the same time. Once you are opening up 

walls and creating dust and confusion anyway, it is practical to . 
piggy-back energy conservation measures on top of planned work. 

Even the smallest renovation may give you an opportunity to im- 

prove your building’s energy efficiency. 


The most important thing to remember when planning energy con- 
servation measures is always to see the building as a system. If you 
make changes to one component — the heating system, for example 
— you can affect the other components — like air leakage or ventila- 
tion. Many over-eager energy conservationists have made the mis- 
take of sealing a building nice and tight, without regard for ventila- 
tion, ending up with major mould and mildew problems. Saving 
energy is only part of the goal; the other part is to make the building 
comfortable, so that your tenants want to stay in it, and healthy, so 
that you don’t have major costs down the road. 


The first step is to take stock of your building. Ask the previous 

owner or consult your own records to find out what the heating bills 

have shown over the last five years. Have they remained steady? 

Gone up or down? Energy costs have a tendency to rise rapidly, 

following the whim of the latest energy prices or the deteriorating 
condition of an aging building. What did the most recent efficiency “ 
test on the furnace reveal? What levels of insulation do you have in 

the walls? In the all-important roof and basement? What about 

electricity? 


Ontario Hydro will assist you with a free analysis of your building’s 
energy efficiency through the Residential Energy Analysis Program 
and the Heating/Cooling Analysis Program. Most municipal utilities 
will send out an inspector to check insulation, air leaks, storm win- 
dows, and wiring in easily accessible areas, give advice on the capac- 
ity of the electrical service and how to change to electrical heating, 
and run a computer calculation of the building’s heat loss to deter- 
mine the appropriate size of furnace and air conditioning unit 
needed. | 


However, most of the weak points in your building’s energy effi- 
ciency are easily detectable on your own, following the steps for 
inspection outlined in Chapter 5 on “Maintaining Your Property”. 


A building loses heat in a variety of ways, depending on its age, type, 
condition, and how it is operated. The largest single source of heat 
loss is usually uncontrolled air leakage. The goal is to identify and 
block energy escape routes. You can do this by sealing carefully and 
adding efficient insulation and air-vapour barriers. 
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Air leakage locations: cold 
outside air enters the building 
at the lower levels. An equal 
amount of warm air is drawn 
out at the upper levels. 
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Interior air sealing locations: 


e hairline cracks in plaster ¢ floor boards at perimeter wall 


¢ wide cracks in plaster e electrical outlets 
¢ wood trim e paint exterior wall with vapour-retardant paint 
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Air leaking into a building through cracks and vents and around ( ) 
windows and doors accounts for 25 to 40 per cent of the heat lossina | 
single-family house. Under normal conditions, that house will experi- 

ence a complete air change every two hours. On windy days, the air 

change can take place every hour. Generally speaking, the older the 
building, the greater the rate of air leakage. A building’s heating 

system works overtime if it has to heat cold air constantly leaking in 
through cracks. Sealing and weatherstripping can reduce fuel bills by 

10 to 20 per cent. 


Reducing the air leaks also stops cold drafts and makes the building 
much more comfortable for the tenants. 


Air leaks in easily-accessible areas are quite simple to detect. Walk 
around the building on a windy day and run the back of your hand 
around doors, windows, electrical outlets, vents and pipes to the 
exterior. Or hang a piece of tissue from a coat hanger and check for 
drafts blowing the paper. For best results, check the west wall when 
the wind is from the west, the south wall when the wind is from the 
south, and so on. 


Moisture transport over one heating season (Ottawa conditions) 


1 metre aa A 


30 litres sy ee) ( 8 
aiaaiaadad (7 | 2. 
GABA |e | te 
ndauanean | 


transport via air leakaage through 4 cm? 


1/3 litre ( 


transport via diffusion over 1 m2 


It is important to stop air leaks before you insulate. In most build- 
ings, warm moist air escapes from the interior into the attic through 
tiny cracks, holes for plumbing and electrical fixtures, and other 
openings. Some of this moisture condenses and freezes in the attic. 


When insulation is added to the attic without first plugging the 

cracks and holes, warm, moist inside air continues to enter the attic. 

The added insulation only further lowers the temperature of the attic 

space. Because the colder air cannot hold as much moisture, more 

water vapour condenses and freezes in the attic. A large amount of 

frost build-up can cause serious problems when it melts in the spring. (@ 
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Buildings with flat roofs are subject to the same problems with 

condensation as pitched roofs. In addition, a flat roof often has a gap 

around the perimeter, where the joists sit on the walls (rather like the 

gap at the sill plate around the basement). This is usually not sealed, 

and is often only barely covered by the flashing or siding on the 

- outside. The situation is even worse where the roof covering is 
corrugated metal: air flows in and out of the building along the 

_ corrugated channels. Sometimes these channels are stuffed with 

_ fibreglass insulation, which does not provide any protection against 

air and vapour flows. 


Frost build-up in atticasa 
result of air leakage from the 
heated space below. ; 
Subsequent damage could 

_ include ceiling collapse. 


Internal and external sources 
of moisture 
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Problems caused by moisture or settling can include rotten wood, blistering paint, efflorescence, 
spalling, loose, cracked or crumbling mortar, foundation cracks, drywall damage, discolouration 
and staining, mould, excessive condensation, standing or running water, basement leaks. 


Choose good-quality materials so that you don’t have to re-seal again 
in a few months or years. Weatherstripping is used in moving joints, 
such as windows and doors, and it should be able to withstand a 
constant stress. Caulking is used around baseboards, electrical 
fixtures and outlets, chimneys, plumbing and vents. Caulking materi- 
als should remain elastic and not dry or crack. Resin- or oil-based 
caulking materials are generally a poor choice as they break down 
quickly. Silicone sealant, although expensive, has proven to be the 
best choice in most instances. Acoustical sealant is an inexpensive 
substitute for silicone wherever the caulking job is out of sight and 


touch. Spray cans of foam are useful where there is a wide crack to be 
filled. 


Both weatherstripping and caulking materials are available at build- 
ing suppliers. 
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A) Attic 


Sealing around chimney 


gypsum board 
or sheet metal 


B) Attic Hatch 


C) Basements 
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When working in the attic, place two or more boards over the top of 
the joists to form a walkway. Do not step between the joists; the 
ceiling below will not support you. You should also wear gloves and 
a mask. 


Pull back the insulation where necessary to locate cracks formed 
along interior walls. If the attic contains loose insulation, sweep it 
aside. Seal the cracks with caulking compound and carefully 
replace the insulation. 


Carefully caulk around the holes for electrical wiring and seal 
around electrical boxes. 


Use caulking compound and a 6 mil polyethylene sheet to seal 
around plumbing vents where they pass through the attic floor. 
You can also place extra insulation around the vents. 


If possible, replace any recessed light fixtures which penetrate 
into the attic with fixtures mounted on the surface of the ceiling 
below. They are easier to seal and it is possible to insulate them. 


Because the chimney gets so hot, normal sealing procedures are 
not acceptable. Accurately cut two pieces of sheet metal to fit 
around the chimney. Caulk the metal to the chimney using a 
muffler or furnace cement. Do not place any insulation within 50 
mm (2 inches) of the chimney. Construct a 300 mm (12 inch) high, 
plywood fence to keep loose insulation away from the chimney. 


The attic hatch is like a door to the inside, losing warm air and letting 
in cold. 


Seal around the frame and between the casing and the ceiling 
plasterboard. Apply weatherstripping along the edges of either 
the casing or the hatch itself. 


Install latch closures to ensure that the hatch panel fits snugly. 


Up to 25 per cent of a building’s total air leakage can come through 
the sill plate in the basement alone. 


wood sill plate 


caulk 


Sealing in basement } . basement wall 


113 


Energy Conservation 


LT TLTTETETEELLETLEITITITEILIIL// 


Seal the joint between the wooden sill plate and the foundation 
wall. If the joints are embedded in a concrete foundation, it will 
be necessary to check for leaks around each joist and along the 
joint where the masonry meets the sub-floor above you. Fill large 
holes and cracks with fibreglass or oakum before caulking. The 
caulking component must be one that is recommended for use on 
concrete. It is difficult to reach the sill plate in a finished base- 
ment. However, often you can easily remove the tiles from 
around the edges of the ceiling. 


Caulk around the holes for wiring and plumbing that go 
through outside walls. 


D) Doors Install good-quality weatherstripping such as spring metal or a good- 


quality plastic. 


Attach door sweeps to the door bottoms or weatherstripping that 
fits under the door or on the threshold below the door when it is 
closed. 


Weatherstrip storm doors and mail slots. 


Seal around door windows on the inside with silicone sealant, 
where practical. 


Replace badly worn or warped doors with a solid insulated door 
at least 50 mm (2 inches) thick. Adding a storm door is a much 
less effective alternative. 


Remove the inside door trim if possible. Insulate any large open- 
ing between the door frame and the wall. Seal all cracks and 
replace the trim. 


vinyl weatherstrip 


door jamb 


Weatherstripping doors 


outside 


wood threshold 
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E) Windows Old windows, especially the double-hung type, can contribute sig- 
nificantly to air-leakage, on average 15 per cent or more. 


Weatherstripping windows e The plastic, V-shaped weatherstripping is effective. 


¢ Windows that are never opened can be sealed shut with silicone 
sealant.. 


window frame 
__ (sliding) 


¢ Seal all gaps between the window trim and the wall. 


¢ If possible, remove the trim, insulate large holes and caulk all 
cracks, then replace the trim. 


Insulating windows — interior storms 


iN 


Glass and aluminum interior Rigid plastic interior storm 
storm. This system is with magnetic fastening 
permantly fitted and may be system. This system is 


removable for cleaning and 


fixed or operable. 
summer storage. 


Interior storms must be well-sealed to reduce condensation between panes. 
Operating interior storms should be installed so that it is possible to clean 
between the panes. 
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F) Electrical Outlets and 


Switches 


Air sealing electrical outlets 
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\\| foam gasket 
outlet cover 


G) Baseboards 
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H) Vents 
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Warning: 


Maintaining fresh air quality is 
very important. Your energy- 
conservation measures should 
not reduce the rate of ventilation 


to such an extent as to affect the 
safe and efficient operation of 
your combustion equipment or 
create serious humidity and air 
quality problems. 


Insulation and Air- 
» Vapour Barriers 
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Air leakage occurs through electrical outlets and switches. Although j 
most of this occurs on outside walls, even outlets on inside walls can 
experience leakage. Air can find its way through the wall partition to 

the outside wall. 


¢ Turn off the power to the outlet or switch by tripping the circuit 
breaker or removing the fuse. Check to make sure the power is 
disconnected by plugging in a lamp. 


e¢ Remove the cover plate with a screwdriver. 


e Place a foam gasket (available from most hardware stores) over 
the receptacles and switch boxes—it works best if it is caulked 
first. Replace the cover plate and turn the power back on. 


e Install child safety plugs in outlets that you do not use. This will 
prevent drafts through the outlet holes. Foam gaskets that fit 
around the plugs to minimize air leaks are also available. 


e Never put any insulating or other foreign material inside the 
electrical outlet box. 


If there is a crack between the baseboard and the wall, seal along the 
edges of the baseboard with clear silicone sealant. 


° If it is possible to remove the baseboard, caulk between the wall 
board and the floor. 


e Lift wall-to-wall carpet away from the wall off the nailer strips. 
Caulk underneath the baseboard as deeply as possible. Re-install 
the carpet. 


G 


¢ Check vents from bathroom fans, stove hoods, clothes dryers, etc. 
to see that they are vented to the outside (and not the attic!) and 
that the flaps close properly when not in use. Check the seal 
around the vents where they penetrate the exterior wall. Caulk if 
necessary. 


e Tape the joints in all duct piping, including furnace heat ducts, 
and insulate the ducts, especially where they pass through the 
attic or other unheated space. 


Heat generated in your building tries to escape to the colder air 
outside. The rate at which this heat flow takes place is related to the 
insulating value of your walls and roof, as well as the air infiltration 
rate of the building. 


While most buildings constructed after 1940 have some insulation, it 
is unlikely that buildings dating from the 1920s or earlier would have 
insulation unless it was installed at a later time. 


Always insulate after sealing, and always add air-vapour barriers at 
the same time as you insulate. 
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There are two ways to go about adding insulation and adding air- 
vapour barriers to your building: doing it yourself or hiring a con- 
tractor. If you hire a contractor, get two or three estimates for achiev- 
ing the same level of insulation. You will need three estimates if you 
intend to submit the cost to Rent Review when applying for a rental 
increase (see Chapter 4). Also ask for a written guarantee that only 
materials approved by the Standards Council of Canada will be used. 


If you decide to do the insulating yourself, purchase only approved 
materials, rent or buy the proper tools, and use safety equipment. Be 
careful when installing insulation near wires, electrical motors, fans, 
recessed light fixtures and chimneys. 


The effectiveness of insulation is measured by its “resistance value” 
(RSI value or R value). The higher the RSI value, the less heat will 
escape through the insulating material. Choosing the best insulation 
for the job will be based on a combination of RSI value, cost and 
application. 


The most common types of insulation are fibreglass, cellulose, and a 
variety of rigid boards. 


e Fibreglass, RSI .022/mm (R-3.17/inch), is used in attics, between 
roof rafters, in wall cavities, as interior or exterior wall insulation, 
and in basements. It is available in batt form, as loose fill material 
and more recently as rigid insulation. 


¢ Cellulose, RSI .024/mm (R-3/inch), is used in attics and in exist- 
ing wall cavities. It is usually blown or poured into place. 


e Rigid insulation, RSI .027 to .045/mm (R-4 to 8/inch), is used on 
the exterior of basement walls, in areas where space is limited, 
and in other specialized applications. 


The amount and type of insulation you use will vary according to the 
amount of space, money and time available. Regardless of the insula- 
tion material you use, several general installation rules should be 
followed: 


e Fill cavities or gaps completely to prevent excess air circulation, 
except where ventilation is needed — for example, at ceilings. 


e Minimize any uninsulated direct points of contact from the inside 
to the outside to prevent heat from travelling across these points 
and short-circuiting the insulation. These points are called ther- 
mal bridges. Even a wood stud can act as a thermal bridge. 


Thermal bridges can short- 

circuit insulation when heat 
finds the path of least ¢ Don’t overly compress batts or loose-fill insulation to get more 
resistance. In addition to into the space. This does not effectively increase the insulation 


heat loss, cold spots caused by 


value and may even reduce it. 
thermal bridges can cause 


condensation and associated e Allow the outside of the wall to breathe through to the outdoors. 
moisture problems. The outer surface should be water-resistant but not air-tight. 
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Ontario Building Code Standards recommend a minimum insulation (i; 
ITSO POUG. DBI, level of RSI 3 (R-17) for walls and RSI 5 (R-28) for the roof and ceil- 

ings in new housing. Higher levels are required by the code in north- 

ern Ontario. These minimum standards are commonly exceeded by 
low-energy builders, and in some cases doubled. 


Generally, the more insulation you add, the more money you will 
save in energy costs. But eventually you will reach a point of dimin- 
ishing returns where the extra investment for another inch of insula- 
tion will not be paid back in decreased fuel bills for a long time. 
Where this point is depends on the structure of your building and 
fuel prices in the future. 


Insulation should always be used in conjunction with an effective air- 
vapour barrier. The barrier will protect the structure of the building 
from potential damage caused by water vapour condensing in insu- 
lated walls and ceilings. It will also seal the building against the 
leakage of cold winter air to the inside and the escape of heated air to 
the outside. 


You can install an effective air-vapour barrier most easily when the 
walls of the building are exposed. The most commonly used material 
is thick (6 mil) polyethylene. 


e The air-vapour barrier is installed on the warm side of the insula- 
tion, ensuring that at least two-thirds of the insulating value is on 
the cold outside. C 


e Avoid seams by using large sheets. Seal all seams, edges and 
penetrations. 


e Acoustical sealant has proven to be the most effective in sealing 
1} caulk seam |. : the plastic. It stays flexible and won’t harden. 


Sa " 


¢ Holes in the air barrier decrease its effectiveness drastically, so it 
is important to make the air barrier continuous; that is, to leave no 


Se ; ' th ; io 
staple through caulk Ais 
CAO ce He ¢ ie portion unsealed. 


“plastic over stud | ° It should be covered (usually with drywall) as soon as possible to 
protect it from damage. 


Set a a se i. Insulating Walls 

There are several ways to install or increase insulation in walls. The 
decision as to which option you choose should be based on the 
available space, the amount of insulation required and the cost of the 
insulation. 
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¢ Blowing insulation into an existing wall 


The size of the wall cavity will determine the insulating value you 
can achieve. The cavity will need to be about 75 mm (3 inches) 
thick at least, without previous insulation—blowing insulation 
into walls that already have some insulation is usually neither 
economical nor effective. Holes are drilled from either interior or 
exterior to allow access to the cavities and then cellulose or fi- 
breglass insulation is blown in. Ensure that all air leaks are 
caulked before the insulation is blown in. 


¢ Framing a new wall and installing fibreglass batt insulation or cross- 
strapping 
These two methods are very effective, especially in brick build- 
ings that do not have a cavity that can be insulated. 


You can frame an independent 38 mm x 64 mm (2 x 3) stud wall 
and nail it into place 140 mm (5 1/2 inches) from the existing 
wall. Then nail the framing into the joists above and below. Install 
fibreglass batt insulation (RSI 3.5, R-20) in the enlarged cavity and 
cover the assembly with a polyethylene air-vapour barrier. Before 
assembling the new wall, make holes in old finishes such as oil- 
painted plaster, which may act as a vapour barrier. This will 
prevent any moisture that penetrates your new vapour barrier 
from becoming trapped between the two barriers. 


) An alternative system is to nail strapping 38 mm x 38 mm (2 x 2) 
at right angles to existing studs to build a deeper wall cavity. By 
installing an air-vapour barrier before nailing the final layer of 
cross-strapping into place, you can run plumbing and electrical 
services through the expanded cavity in front of the plastic sheet. 


Framing a new wall and installing batt insulation 
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Insulating an exposed wall cavity with batt insulation 


When a wall or section of wall is repaired and the cavity behind it is 
exposed, batt insulation can be installed. Install a continuous air-vapour 
barrier on the warm side of the insulation. 


° Using rigid-board insulation 


Because rigid boards have a relatively high RSI value, they can 
save space. However the cost of the materials is high. Most rigid 
boards can be installed over the existing wallboard using a vari- 
ety of fastening techniques. All foam boards are flammable and it 
is mandatory to cover them with 12 mm (1/2 inch) drywall or 
other flame-retarding material. 
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Insulating walls from the outside 


Exterior insulation allows you the opportunity to install a con- 
tinuous air-vapour barrier without gaps caused by interior ob- 
structions (stairs, partition walls, cupboards, etc.). Also you can 
add high levels of insulation to the exterior without the loss of in- 
terior floor space. And you can do the entire job without affecting 
your tenants’ use of the building. Check local zoning setback re- 
quirements before beginning. You may be required to obtain an 
exemption from the committee of adjustment, even if you are 
only adding 150 to 200 mm (6 to 8 inches) to your wall. 


You can increase insulation levels from the outside by installing 
rigid board insulation (expanded or extruded polystyrene or rigid 
fibreglass) over the existing walls. Or you can build a new frame 
or curtain wall around the existing walls and then fill it with fi- 
breglass batt insulation. 


¢ Rigid Insulation 


You can attach rigid insulation boards to the outside of the build- 

ing using a variety of fastening systems. If you are adding only a 

few inches of the insulation, nail the boards directly onto the 

building, or drill and bolt them to masonry surfaces. If you’re 

adding a larger amount of insulation you may have to install 

cross-strapping or metal fastening devices. The material cost for 
rigid insulation is relatively high. 


If there is already an effective air-vapour barrier on the inside of 
the building, it is probably better to use rigid fibreglass boards or 
expanded polystyrene. Both these materials will allow any 
trapped water vapour to escape. 


Because extruded polystyrene also acts as a vapour barrier, the 
insulating value on the cold side should be twice that on the 
warm side. (This follows the one-third two-thirds rule, explained 
below.) 


e Adding a New Frame Wall 


A new frame wall allows for the addition of large amounts of 
insulation to the outside of your building. First, attach a 6 mil 
polyethylene air-vapour barrier over the existing wall. Carefully 
caulk and seal the polyethylene. Then build a wooden support 
around the perimeter of the building. 


The new stud wall sits on the support and can be moved away 
from the wall. Moving it out 190 mm (7 1/2 inches) allows you to 
install RSI 4.9 (R-28) of fibreglass. The studs can be 38 x 64 mm (2 
x 3), spaced every 600 mm (24 inches). 


Make sure that the support plate which holds the studs is strong 

enough to support the new wall. Consult a professional for 

advice. After the wall is insulated you can cover it with building 
) paper and nail on new siding. 
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| Air-vapour barrier location: 
the one-third/two-thirds 


rule 


At least two-thirds of the 
insulation value must be on 
the cold side of the atr- 
vapour barrier to avoid 


condensation. 


Weather barrier location 


The weather barrier is 
located on the outside of the 
wall behind the cladding. 
Any water that penetrates 
the cladidng runs down the 
weather barrier and drains 
away from the building. 
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Whether you are installing rigid boards or a new frame wall, the 
same rule applies. When you install a new air-vapour barrier on the 
outside walls of the building, at least two-thirds of the total RSI value 
of the wall must be on the cold side of the polyethylene. So if the 
original wall has RSI 1.4 (R-8) and a new air-vapour barrier is in- 
stalled on the outside, at least RSI 2.8 (R-16) must be added to the 
walls. If you ignore this one-third/two-thirds rule, you may get 
serious condensation problems in the wall. 


ii. Insulating Roofs and Attics 


The two most awkward and dirty areas of a building, the crawl-space 
or basement and the attic, are the areas where most damage occurs if 
insulation is not properly installed. They are worth frequent inspec- 
tion and careful work. 


Insulation must be added if the depth of the existing attic insulation 
is less than 150 mm or RSI 3.5 (6 inches or R-20). The simplest method 
is to blow in loose insulation — cellulose, fibreglass or mineral wool 
— or install fibreglass batts. Whatever type of insulation you use, it 
must not impede the flow of ventilation air which usually enters 
through soffit ventilation around the outside edge of the roof. 


If are renovating the interior of your building, take the opportunity to 
install rigid board insulation on the interior of the roof. If head room 
is limited, use materials with high RSI values. Where head room is 
not a major concern, you can install high levels of insulation (RSI 5.6 
to 7.0, R-32 to R-40) by lowering the ceiling, thus increasing the 
cavity. There are two ways of doing this: 


e Extend rafter cavities by nailing another rafter to the original. You 
can use 38 x 84 mm (2 x 4) blocking or 12 mm (1/2 inch) plywood 
supports. The depth of the new cavity will vary according to the 
amount of insulation required. 
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Sealing attic penetrations 


e¢ You can use alternating layers of cross-strapping to create cavities 
for additional insulation. 


Ventilation is very important in unheated attics and ceilings and 
crawl spaces to help carry away accumulated moisture. Attics should 
have a minimum of 0.1 m? (1 square foot) of ventilation opening for 
every 30 m? (300 square feet) of attic area. Power exhaust vents are 
not a good substitute for natural ventilation measures. They can 
make the problem worse by pulling greater amounts of moist house- 
hold air into the attic and causing more moisture to accumulate there. 


) iii. Insulating Flat Roofs 
A flat roof can be insulated from the interior or the exterior. What- 
ever method you choose, pay close attention to the air-vapour barrier. 
Keep to the one-third/two-thirds rule. It may be necessary to slash an 
existing air-vapour barrier in several places to avoid having a “va- 
pour lock” where moisture becomes trapped between two barriers. 


Insulating flat roof on interior Insulating flat roof on exterior 
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e Exterior insulation 4 


If you are re-roofing, it is practical to add insulation from the 
exterior. You can add high levels of insulation without losing 
interior head room. And you can do the entire job without affect- 
ing your tenants’ use of the building. 


You can insulate flat roofs by installing rigid insulation directly 
over the original roof before installing a new layer of sheathing 
and a new membrane. The old roof can become the new vapour 
barrier or you can install a new vapour barrier over the old roof. 
An alternative method is to frame a new roof over the existing 
rafters, fill the cavity with insulation, and then install the new 
roof. You should seal existing soffit vents to prevent indoor air 
from by-passing the newly-installed insulation. Install twice the 
insulation value that exists in the old roof (following the one- 
third/two-thirds rule). The new roof will require new flashing, 
joist headers and drain extensions, and the eavestroughing will 
have to be relocated. Ballast will have to be removed before 
starting the reinsulation work and re-applied afterwards. 


A method has recently been developed which involves spraying a 
layer of polyurethane foam over the existing roof, followed by 
forming in place a new membrane, usually of silicone rubber. 
This is lightweight and long-lasting, but it is quite expensive. 


e Interior insulation é 


If you remove the ceiling, this gives you the opportunity to make 
a thorough inspection of the underside of the roof and any 
plumbing or wiring that is there, and to take corrective action if 
needed. Caulk any cracks, including the roof-wall joint, and 
install a continuous, well-sealed air-vapour barrier. 


If there is no existing insulation, or if you have to remove it 
because of its poor condition, you can insulate the cavity between 
the rafters. You must leave a space of at least 64 mm (2 1/2 
inches) between the roof skin and the insulation, to allow for con- 
tinuous ventilation. So if you do not want to loose any head room 
you should install insulation with a high RSI such as extruded 
polystrene boards, polyurethane slabs, or glass fibre boards. If 
you can afford to loose a few inches of head room, you can in 
crease the cavity size and add more insulation by installing cross- 
strapping across the rafters, following the method described 
under “Insulating Roofs and Attics” above. Another method is to 
attach rigid board insulation over the old ceiling, and then install 
a new Ceiling. 
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iv. Insulating Basements 


If you excavate to repair foundation walls, waterproof or replace 
drain tiles, you have an ideal opportunity to insulate. Rigid foam 
boards or rigid fibreglass can be installed on the outside to create a 
drier and warmer wall. Backfilling should ensure that the ground 
slopes away from the building. Insulation above grade should have a 
protective coating to a depth of 200 mm (8 inches). 


If the basement does not have water and moisture problems, it can be 
insulated from the interior. A dampproofing layer, such as polyethyl- 
ene, is placed against the foundation wall from grade level to the 
floor, overlapping on the floor by 150 mm (6 inches). A new frame 
wall can then be built from 38 x 64 mm (2 x 4) lumber and installed 
on the overlapping polyethylene out from the wall to allow RSI 3.5 
(R-20) fibreglass batts. An air-vapour barrier is installed over the new 
wall. The joist area can be insulated and sealed with blocks of rigid 
foam that are sealed to the wall’s air-vapour barrier. 
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For more detail, see the Home Energy Fact Sheet entitled Insulating * 
Basements, published by the Ministry of Energy (see Resource section 
at the end of this chapter). ) 


Vv. Insulating Floors 


It is particularly convenient to insulate the basement floor while you 
are doing renovations anyway. If you are excavating the floor to 
obtain more head room, install a layer of granular material (such as 
pea gravel), then a vapour barrier, and then rigid foam insulation, 50 
to 75 mm (2 to 3 inches). Finally, pour a new concrete slab on top. 


vapour barrier 


VA 
ho 


SS 


fibreglass batts 


If you are building a new basement floor using 38 x 63 mm (2 x 3) or 
38 x 89 mm (2 x 4) lumber, insulate the cavities with either expanded a 


or extruded polystyrene. Place a new air-vapour barrier over the 
cross-strapping under the sub-floor. You must also place a sheet of 
plastic between the wood and concrete floor to prevent moisture 
damage. 


vi. Insulating Windows 


Windows in our climate should be at least double glazed. Single- 
glazed windows can be improved by adding interior or exterior 
storms. Interior storms have the advantage of reducing cold drafts, 
air leakage, and condensation between the panes. If you are buying 
new windows, consider the new high-performance windows, such as 
the Low E type. They provide greater comfort, energy savings, and 
reduced condensation and frosting. 


Sealing and insulating are not the only elements in an energy-conser- 
vation program for your building. You can also improve your me- 
chanical systems and your use of electricity. 
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) 4 Mechanical 
» Systems 


A) Heating System The heating system is composed of: 
e the furnace or boiler, 


e the distribution system (pipes or ducts), and 
e the controls. 


Energy savings from 10 to 50 per cent can be made in a building by 
adjusting or replacing parts of its heating system. Particularly in 
older properties, the heating system is generally the most neglected 
of all the building’s components, yet the biggest savings are usually 
to be made there. In many cases, a furnace may be inefficient, or the 
heat distribution network could be improved, or up to 40 per cent of 
the potential heat contained in your furnace fuel actually disappears 
up the chimney. 


The best time to consider replacing your heating system is after 
sealing and insulating. Your total heating demand will now be 
considerably reduced, allowing you to buy a smaller, more appropri- 
ately sized unit. High-efficiency units are available that are 50 per 
cent more efficient than many of the older units still in use. 


The heating system should be serviced regularly. Cleaning and 

) tuning will pay back the effort and money involved many times over. 
The Bill Payer’s Guide to Heating Systems, available from the Enersave 
Heatline (see Resources at the end of this chapter), outlines an effec- 
tive service schedule for your system. Generally oil furnaces should 
be completely serviced by a qualified serviceman once a year, gas 
furnaces at least every second year. The distributing system should 
be balanced by a competent technician. 


Here are other measures to keep your heating system in top shape: 
i. Furnaces 


e An instrumented tuning of your furnace will involve a detailed 
analysis of its burning characteristics. While more expensive than 
a conventional check-up, it should result in an improvement in 
performance, particularly with oil systems. 


e¢ On furnaces with oil burners, have a qualified service technician 
check that the burner nozzle is sized correctly for the heating re- 
quirements of your building. This is particularly important after 
you have sealed and insulated the building. 


e Clean or change furnace filters regularly (once a month during 
the heating season). Dirty filters can cause your furnace to use up 
to 25 per cent more fuel. 


¢ Have oil-fired furnaces cleaned thoroughly before each heating 
p season. Gas-fired furnaces should be cleaned every other year. 
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Keep the furnace fan belt at the correct tension, and replace worn € 
belts. Lubricate the fan as necessary. 


¢ Clean dirty parts and lubricate moving parts. 
e Check the safety controls. 
e See that all combustion equipment has adequate air supply. 


e If you have an oil-fired system, and it is not cost-effective to 
convert it to gas, consider the installation of a correctly-sized re- 
tention head burner. 


ii. Boilers 


e Aninstrumented tuning of your boiler will involve a detailed 
analysis of its burning characteristics. While this is more expen- 
sive than a conventional check-up, it should result in an improve- 
ment in performance, particularly with an oil-fired system. 


e Check the safety controls. 
e Check the circulating pump for proper operation and for leaks. 


e Ensure that all combustion equipment has an adequate air sup- 
ply. 

e¢ On boilers with oil burners, have a qualified service technician 
check that the burner nozzle is sized correctly for the heating re- 
quirements of your building. This is particularly important after © 
you have sealed and insulated the building. 


¢ Have oil-fired furnaces cleaned thoroughly before each heating 
season. Gas-fired furnaces should be cleaned every other year. 


e If you have an oil-fired system, and it is not cost-effective to 
convert it to gas, consider the installation of a correctly-sized re- 
tention head burner. 


¢ Heavy scale or deposit build-up reduces heat transfer and can 
drastically reduce your boiler’s efficiency and heat output. If pos- 
sible, check the water-side for scale or deposits, and flush the 
system if necessary. Consider replacing the boiler if the build-up 
is heavy and cannot be removed. 


e If the building has a separate system for domestic hot water, you 
can adjust the temperature according to the outside temperature. 
This can be done manually or by installing an outdoor tempera- 
ture re-set control system. 


iii. Distribution 
¢ Heating performance is influenced by the size, length and posi- 
tion of heating ducts or pipes in relation to the main trunk line in 


the basement. Read The Bill-Payer’s Guide to Heating Systems and 
then consult a heating contractor if you think your duct work can 


be improved. © 
¢ Make sure that heating registers and cold air returns, or radiators 3 
and convectors are not obstructed by drapes or furniture. 
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Duct distribution systems 


¢ With a duct distribution system, reduce heat losses by taping duct 
work at the joints with good-quality duct tape, and insulate ducts 
that run through cool areas. 


e Adjust the manual dampers at the base of the ducts to balance the 
heat flows through the building. Keep unused rooms at lower 
temperatures by partially closing dampers. 


Pipe distribution systems 


e With a pipe distribution system, reduce heat losses by insulating 
pipes that run through cool areas. 


e Insulate behind any radiators located against uninsulated exterior 
walls with foil-faced rigid insulation boards. The edges of the 
board should be taped. 


¢ Bleed air from the air valve in all radiators until there is a steady 
stream of water. Adjust the water valves to balance the heat to 
different parts of the building. 


e If rooms frequently overheat (e.g. due to sunshine), consider 
replacing hand valves on radiators or convectors with self-con- 
tained, hand valves controlled by thermostats. 


e If the boiler is used for domestic hot water as well as heating, 
) install a three-way control valve. This allows you to set the build- 
ing temperature according to the outdoor temperature. Either a 
manual valve or an automatic control system can be used. 
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Distribution systems 


Forced air system 


Low-pressure steam system 


iv. Controls 


e The thermostat should be located on an inside wall where it is not 
affected by cold drafts or heat from the sun, appliances, or lights. 
The temperature in the area of your thermostat determines the 
temperature for your entire building. 


e The controls need to be checked regularly to ensure that they are 
functioning properly. 


Automatic set-back thermostats will lower the setting at night and 
raise it in the early morning. ( 
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) B) Ventilation Ventilation is required to prevent excessively high indoor humidity 

levels. Air-sealing a building without providing alternative means of 
ventilation can result in windows and walls dripping with condensa- 
tion. Occupants will be uncomfortable and the building will suffer 
structural damage eventually. 


For humidity problems, exhaust vents in the kitchen and bathroom 
can remove excess humidity as it is produced. In tight buildings a fan 
can be wired for continuous operation to avoid positively pressuriz- 
ing the building. 


A fresh-air duct can be installed into the cold-air return duct of the 
furnace to improve general building air quality. Fresh air is drawn 
into the system by the furnace fan and mixes with the return air 
stream. The furnace fan must operate continuously at a low speed to 
distribute ventilation air. The fresh-air duct should have an adjusting 
damper. 


All combustion equipment — fuel-burning furnaces, gas hot-water 
heaters, gas stoves, and fireplaces — needs adequate ventilation to 
function effectively and safely. If the furnace is being starved for air it 
is usually because air is being rapidly expelled from the building 
through other routes — fireplace, attic power vents, or constantly 
operating exhaust vents. These powerful drafts can sometimes actu- 
ally draw air down the furnace chimney leading to carbon monoxide 
build-up. Signs of backdrafting from the furnace or fireplace indicate 
; that there is inadequate combustion air. 


C) Domestic Hot Water The water heater, usually powered by gas or electricity, is the second 
——— t= largest energy user ina residential building. There are many ways of 
reducing hot water use: 


e Turn down the thermostat setting to low or medium (45 to 60°C). 
| This will give your tank a longer life as well as saving energy. 


e Insulate an electric tank with 90 mm (3 1/2 inches) of fibreglass. 
Tank insulation kits are available. Keep the control panel free 
from obstruction. 


pipe insulation 


e Fix dripping taps. They can lose more than 9,000 litres (2,000 
gallons) of hot water a year. A seven-cent washer from the local 
hardware store will usually do the job. 


e Install a U-shaped heat trap and pipe insulation in the first meter 
of pipe to keep the hot water in the tank. 


e Put in low-flow shower heads, available from hardware stores. 


e If practical, move the water heater closer to its end use, i.e. the 
kitchens and bathrooms. 
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Unless your building is heated by electricity, the main users of electri- 
5 Electricity cal power are domestic hot water (discussed above), lights and 
: appliances. 


Breakthroughs in technology over the past years have meant that 
lighting costs — indoor and outdoor lighting, hall lighting, even 
lights in “Exit signs” — can be reduced by 4 or 5 times by using new, 
high-efficiency bulbs and fixtures. 


When purchasing appliances, look for the EnerGuide label. Some 
models may appear similar, but one may use twice as much power as 
another. Consider the operating costs as well as the purchase price. 
An automatic defrost, for example, may cost several hundred dollars 
more in extra electric costs over a 10-year period. 


i Utility costs are at or near the top of most landlords’ expense sheets. 
Sharing E nergy. Other landlords pay only for the utilities in the common areas of the 
Costs With building — heating and lighting the halls, passages, and basement. 

» Your Tenants Obviously it can be beneficial for the landlord to be able to make 


tenants individually responsible for their own consumption of en- 
ergy. Tenants become much more aware of how much energy they 
are using if a regular statement arrives from the utility requesting 
payment. 


However, each building is different and it is not always possible to 
transfer the cost. Decades ago, energy was not a major concern. 
Usage was modest and energy sources were seemingly inexhaustible. 
So most older buildings are not designed for easy division of energy 
costs. The major problems in dividing the bills today are the expense 
and feasibility of installing separate meters. The cost of installing 
separate meters for electricity, gas, oil and water in each unit may 
take years to be recovered through savings to the landlord, and in 
some buildings with older systems, installing separate meters is 
impossible. You will need the cooperation of the local utility if you 
are planning to install separate units, and you must also consider the 
Rent Review implications of your plans. You may be able to apply to 
Rent Review for a rent increase, based on the capital cost of improv- 
ing the building by installing separate meters. 


Nor does it seem fair to divide the building’s total heating or electric- 
ity bills and make each tenant pay a share. People with different 
lifestyles have widely diverging usage of utilities. It seems unreason- 
able for a single person who is out of the apartment every day and 
most nights to pay the same as a family where a small child and at 
least one parent are usually home, especially when the apartments 
are the same size. And tenants should not be expected to cover the 
landlord’s energy costs for common areas. 


Landlords making changes which will affect utility payments should 
also consider the rules of the province’s rent regulation system (see 
Chapter 4 on “Rent Review”). When rents are registered at the Rent 
Registry, it is noted whether utilities are included or not. If utilities 
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were originally included in the rental figure, and are suddenly made 

> the tenant’s responsibility, future rent increases must reflect the 
change. A Rent Review consultant or your local Rent Review office 
will be able to advise you of the repercussions for your specific 
building. You will also need to abide by the terms of rental leases 
which are still in effect. 


Financial Ontario Hydro has joined with the commercial banks to provide 

: loans for renovations which improve energy efficiency. This covers 
s Assistance updating and improving the heating system of your building — such 
as electric furnace or boiler, heat pump, baseboard heating, electric 
water heater, or duct work — and can be expanded to cover improve- 
ments to such components as wiring, insulation, air sealing, central 
air conditioning, humidifiers, fans and air cleaners. Depending on 
whether you are classified as a residence owner or a business owner 
by Hydro, you may be eligible for either of two plans: 


e The EnerMark Residential Loan Plan offers loans of up to 
$10,000 from the Royal Bank at rates below prime. You will be 
required to use registered EnerMark contractors, who offer a one- 
year guarantee. More than one loan can be obtained if you are eli- 
gible. Contact any branch of the Royal Bank for an application 
form. 


=) e The EnerMark Business Finance Plan offers loans of more than 
$10,000 and lease plans of more than $25,000. The loans are 
available from the Canadian Imperial Bank of Commerce at prime 
rate, for a term of up to seven years with a matching amortization 
period. Contact Ontario Hydro for an application form. 


More information on these plans can be obtained from your local 
Ontario Hydro office. 


Resources The publications listed below are all available free, from: 


Consumer/Residential Program 

Ministry of Energy 

56 Wellesley Street West 

Toronto, Ontario 

M7A 2B7 

(416) 965-3246 

If you are calling long-distance, ask the operator for Zenith 80420 
(toll-free) 


Where and How to Insulate Basements 
Where and How to Caulk and Weatherstrip 
Where and How to Install Air-Vapour Retarders 
‘ Where and How to Provide Fresh Air and Control Humidity in A 
Tighter House 
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Where and How to Insulate Cathedral Ceilings and Flat Roofs C' 
There's No Place Like Home: A Guide to Making Your House More am 4 
Energy Efficient ! 


Appliances and Lighting, Consumers Guide to Purchasing 
Windows and Doors, Consumers Guide to Purchasing 


The publications listed below are all available free, from: 


Home Energy Programs — Publications 
Energy, Mines and Resources Canada 
580 Booth St. 

Ottawa, Ontario 

K1A 0E4 

1-800-267-9563 (toll-free) 


Keeping The Heat In 

The Billpayers’ Guide to Heating Systems 
Heating With Electricity 

Heating With Natural Gas 

Attic Ventilation 

Windows 

How Does Your Furnace Rate? 
Purchasing an Energy-Efficient Gas Furnace 
Heat Pumps 

Purchasing a New Oil Furnace é 
Insulation Summary 

How to Detect and Seal Air Leaks 
Caulking 

Home Energy Conservation Checklist 
Fire Safety and Attic Insulation 

Glass Fibre (insulation) 

Cellulose Fibre (insulation) 

Mineral Wool (insulation) 

Vermiculite (insulation) 

Polystyrene (insulation) 

Polyurethane (insulation) 

Moisture Problems 

Weatherstripping 


Home Energy Programs also runs a toll-free Enersave Heatline 
1-800-267-9583 
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Landlord-fenant 
Relations 


ood landlord-tenant relations are perhaps the most 
important factor in being a successful landlord. Your 
tenants are your customers and you could not be in busi- 
ness without them. Because the vacancy rate in many 
parts of Ontario is currently so low, with potential tenants clamour- 
ing for space, landlords may be tempted to think their tenants are 
lucky to have any landlord at all, let alone a nice one. 


However, it is in your own interest to put effort into a good relation- 
ship with your tenants. They are more likely to take good care of their 
share of the building if they feel you do your best for them. It is 
troublesome and costly to keep changing tenants and you would do 
well to keep your tenants, especially the better ones, for as long as 
possible. Evicting a tenant is complicated, painful and usually expen- 
sive, so try not to let the relationship deteriorate to that point. It will 
also make your job easier and much more pleasant if there is a coop- 
erative and friendly atmosphere among the people living in your 
building, 
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If you need advice and moral support, there are landlord organiza- (' 
tions in most major centres of Ontario. They are self-help groups 

which hold regular meetings, lobby government, and disseminate 
information through newsletters and hot-lines. 


Finally, remember that you are responsible for your actions and you 
must be aware of the laws. The government has as much interest in 
protecting tenants’ rights as landlords’ rights. There are regulatory 
bodies to see that you keep the building clean and safe, to see that 
you don’t raise your rents illegaly, to see that you don’t discriminate 
in choosing your tenants, and to see that you do not throw out any- 
one unless you have good reason and have gone through the legal 
steps. 


There are three steps involved in finding new tenants — advertising, 
1 z Getting Them In selecting, and agreeing ona lease. 


Apartment Vacancy Rates 


(Ontario, 1973-1987) 


i 
: 
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Year 
A) Advertising At the present time, vacancy rates in most cities of Ontario are very 


low and many apartment buildings have waiting lists. However, 
advertising in a daily or local newspaper is still the most common 
way of finding a tenant. Be specific and descriptive in the advertise- 
ment — the extra cost is worth it. It is frustrating for apartment- 
seekers not to know the price and location of the apartment and they 
may not bother to call you if there are other ads which offer more 
information. 


Where appropriate, use words like “charming” or “spacious” or 
“renovated” or “overlooking park” to make your ad catch readers’ 
attention. Say whether utilities are included and give any other 

important details which may attract certain applicants and prevent C 
others from wasting your time and theirs. The loving owner of a re- 
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b built old sports car doesn’t want to look at a place which has no 
parking facilities, and the loving owner of two Siamese cats will be 
excited to read about a building where her pets will be accepted. 


Finally, do not give a woman’s name in the advertisement. Unfortu- 
One-bedroom apartment to rent nately, that detail has been known to encourage people with no 
downtown. Call Jane, 499-9999 interest in the building to call up and ask leading questions about the 


exact location and the time when the woman will be at home and 
willing to open the door. 


If you prefer not to advertise in a newspaper, there may be a housing 
registry in your area, like the one run by the City of Toronto, where 
landlords can advertise vacancies free of charge. Universities and 
community colleges also have housing registries. You can try spread- 
ing the news by word of mouth through your other tenants. If you 
would like a tenant who is from your neighbourhood, you can put up 
a notice in your local supermarket or laundromat. The process will be 
slower and you will have fewer applicants to choose from, but at 
least your privacy will not be invaded by a deluge of calls if you live 
in a large city. A well-displayed, attractive sign on your lawn or in 
the window is cheaper than a newspaper advertisment, and can be 
equally effective, particularly if the building is on a busy street. 


Bright one-bedroom apartment 
to rent near Bloor and Church. 
$750, utilities not included, no 
parking, pets welcome. 

Call J. Thompson 499-9999 day- 
time, 699-9999 6-10pm. 


It is useful to have an answering machine set up to record the 

calls that come in response. If there are many, you can set up a 

joint showing of the rental property for a couple of hours one 
> evening or weekend. 


B) Selecting a Tenant i. Application forms and references 


Standard application forms are sold at major stationery stores. The 
form should identify the unit to be rented, the number of people who 
will be occupying it, the rental rate, and whether the rental includes 
parking, utilities, etc. Ifa deposit is required with the application, it 
should be explained under what conditions the deposit will be 
returned should the applicant later change his or her mind. The 
applicant should fill in the following information: 


e present and previous addresses, and length of time at each 
address; 


¢ present and previous employers, and length of employment; 
¢ current salary; 

e name and address of bank, and account number; 

e the make and licence number of car; 

e  driver’s licence number; 

e three references; and 


e the name of a person who can be contacted in case of an emer- 


% gency. 
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Rental Application Form 


The undersigned hereby makes application to rent the property located at 
unit number , beginning on ,19__, for a period of , at a monthly rental of $ 


Name of applicant: 

Phone (Home): Phone (Work): 
Address: 

Names of other people who will be living in the unit: 


Name and phone number of current landlord: 
How long have you lived there? 

Name and phone number of previous landlord: 
How long did you live there? 


Name and phone number of employer: 


Position: How long have you worked there? 
Monthly salary: Other sources of income: 
Name and phone number of previous employer: 


Position: How long did you work there? 


Name and number of a person who can be contacted in case of an emergency: 


Have you ever filed for bankruptcy? Yes LJ No CI Have you ever been evicted? Yes L] No L] 
Have you ever refused to pay rent when due? Yes Ol nw OC 


(If the answer to any of the above 3 questions is "yes", please give date and explanation): 


| am enclosing a deposit of $ _____gnd accept that this deposit will be returned to me within three business days 
if my application is rejected. | accept that if my application is accepted but | do not sign a lease for a rental beginning 


on the date mentioned above, part or all of my deposit may be forfeited to cover the expenses involved in checking 
my references and finding another tenant. 


The above information, to the best of my knowledge, is true and correct: 


Date: Signature: | 
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Ask your own bank manager to contact the applicant’s bank and ask 
for a credit rating. A credit rating will include only how long the 
applicant has been with that bank and if the bank account has been 
maintained satisfactorily, without overdrafts and returned cheques. 
The fee for such a service is less than $10. You are not entitled to 
phone the applicant’s bank and ask for a credit rating directly, unless 
the applicant personally arranges this with the bank manager. You 
can also use the services of a credit bureau. 


Ask the employer if the applicant seems honest, responsible, coopera- 
tive, and has clean habits. Tell the employer what the rent is and ask 
if it seems manageable for the applicant to afford that sum. 


Ask the previous landlord whether rent was paid on time, noise kept 
to a minimum, and the apartment well kept. The applicant’s current 
landlord may give a good reference just to get rid of a bad tenant, so 
it is preferable to contact the second-last landlord. 


All of this information will help you to decide whether the applicant 
is the kind of tenant you want. It’s much easier to turn down an 
application at the beginning than to try to evict a tenant months later 
for reasons which could have been discovered by using an applica- 
tion form. 


ii. Interview and personality 


When you meet a prospective tenant, remember that you’re not 
choosing a friend or future daughter-in-law. What you need is a 
steady, reliable, clean tenant who is reasonably pleasant and prefera- 
bly quiet. 


Get to know the applicant a bit by asking some general, easy ques- 
tions. Examples of questions you might ask include: 


e¢ What is your occupation? 

e How long have you lived in the city or neighbourhood? 
e Why do you like the apartment? 

¢ How long have you been searching for an apartment? 
And, if these issues concern you, 

¢ Do you smoke? 

e Do you keep a pet? 


Also ask about relationships with previous landlords. You may get a 
different story from the one you'll hear when you call the previous 
landlord. 


If you have “rules-of-the-house” you must provide them for the 
applicant to read. House rules form part of the tenancy agreement 
between a landlord and tenant, whether the agreement is verbal or 
written. This is the time to find out whether the potential tenant 
anticipates any difficulties in keeping to the rules. You cannot hope 
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RULES OF THE HOUSE 


No redecorating (eg. painting) without permission from the landlord. 

No pets (not even goldfish). 

No "overnight" guests for longer than two months. 

No barbecues on the balconies. There is a grassy spot next to the parking lot where you may barbecue. 
No waterbeds. 

Please place a piece of tape on the wall before knocking in picture hooks — this lessens the damage to 
the plaster. Keep numbers of holes to a minimum. 


Please place garbage in sealed, unpunctured garbage bags in the large bin next to the parking lot. 
It will be moved to the curb on Sunday nights by the landlord. 


Old newspapers (in plastic bags or tied securely with string) can be left on the curb for recycling 
on Tuesday nights. 


Bicycles may be chained to the railing at the back of the building. 


Tenants’ personal possessions are not covered in the building's insurance policy. Please insure your 
own possessions against fire and theft. 


Please park carefully so as not to obstruct your neighbours’ parking spots. : ( 
Please keep hi-fi's down and do not move furniture or vacuum late at night and early in the morning. 

Please ask neighbours politely to keep noise down before phoning the landlord. 

Please do not ohone the landlord after 10:30 pm or before 8 am weekdays, before 9 am weekends, 


unless it is a genuine emergency. 7 pm - 8 pm is also not a good time. Leave your full name and 
number on the answering machine. 


lf you are not happy with a repair or response to a complaint, please let the landlord know. 
It may help to put your problem in writing. 


Please put rental cheques in the mail slot marked "Landlord" by midnight of the first day of each month. 


According to the Landlord and Tenant Act, tenants must give notice that they intend to move out 
60 days in advance in writing. 


Phone 911 for fire, police, or ambulance in an emergency. 
The number of the local fire station is 


ae 
The number of the local police stationis{ Thank YO Uu fo i 
Thenearesthospitalis[f ssid: 
Call Consumers Gas at{ __—_| for gas-billing enquiries. YO ur 
Calll——_—ijif you smell 988 or suspect any problem. 


Call Ontario Hydro at for electricity-billing enquiries. C ooperation / 
Call Bell Canada at{—_—| for telephone-billing enquiries. 
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to enforce house rules if you present them to the tenant after the 
tenancy agreement has been made. None of these rules should 
contradict the Landlord and Tenant Act. If they do, they are invalid. 


Remember that it is illegal to discriminate against tenants on the basis 
of race, sex, or family status. Reserving a building for adults only is 
now illegal. You may believe you can get away with this but land- 
lords have been caught and charged with discrimination. 


A lease is very useful in that it settles most issues in a clear and 
businesslike way, and minimizes misunderstandings. You state your 
expectations and obligations, and the tenant agrees to them by sign- 
ing. However, if you put anything in the lease that is contrary to the 
Landlord and Tenant Act, that clause is not binding, even if your 
tenant has signed it. 


Some people prefer not to resort to the formality and legalistic jargon 
of a lease, depending on a more casual verbal agreement on the major 
issues and discussion of any problems as they arise. This is a personal 
decision and one which you should consider carefully. You may 
regret leaving yourself unprotected later on if the tenant denies a 
verbal agreement you are quite sure was made. As a compromise, 
you may wish to jot down the major points of your agreement as an 
informal lease — rental fee, length of term, parking and utility 
charges, subletting issues — and make two copies, both of you 
signing them. This can be for a fixed term or for a “monthly” tenancy. 
It is less formal than a lease but avoids arguments based on differing 
memories later on. 


Standard rental leases are sold at major stationery stores and are 
reassuring to both landlord and tenant. You are free to cross out and 
type in clauses here and there, just as the tenant is free to reject them 
and try to renegotiate or decide not to sign. For example, you may 
type in a clause that says the tenant should not do any redecorating 
without your consent. 


The length of a lease is a matter of personal convenience. A long 
lease, for a year or two years, provides stability for the landlord. 
However, that may not be so necessary during periods of low va- 
cancy rates. A shorter lease, by the month or for six months, gives the 
landlord greater control, because certain legal reasons for giving a 
tenant notice only apply at the end of a lease (see section, on “Getting 
Them Out”, later in this chapter). A shorter lease can also be an 
advantage if the landlord does not wish tenants to sublet for long 
periods. The tenant has the right to sub-let in most cases. But recently 
the courts have decided that in some cases, for example, if the land- 
lord has a waiting list of prospective tenants, the landlord can choose 
new tenants to fill the vacated unit rather than taking the sub-lessees 
found by the old tenant. 
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Do not reject your second choice among the applicants until you have « 
finally signed a lease with your first choice. After the tenant has 
signed the lease and returned a copy to you, you must return a copy 
to the tenant within 21 days. It is simplest to do all of this together, at 
the time that the lease is agreed upon. A cheque equivalent to the last 
month’s rent should accompany the lease, dated the same day that 
the lease is signed. In the case of a weekly tenancy, this must be no 
higher than a week’s rent. Cash this cheque immediately so that you 
have early warning if it is returned by the bank marked “insufficient 
funds”. For greater protection, ask for a certified cheque, a money 
order or cash. You must pay the tenant interest on this money annu- 
ally at a rate of 6 per cent. This rate may be changed by the govern- 
ment at any time. Another payment, for the first month’s rent, will be 
due the day the tenant moves in. 


There are three things for which landlords have asked tenants in the 
past, which are not permitted: 


i. Deposit Against Damages 


It is illegal to ask for a deposit against damages. If a tenant damages 
an apartment, you have no recourse but to go to small claims court if 
the tenant has already moved out. (Small claims court in Toronto 
deals with claims for sums of up to $3,000; outside Toronto, the 
maximum is $1,000. ) If the tenant is still in the apartment, you can go 
to the district court under Part IV of the Landlord and Tenant Act. 
That is one reason why it is important to choose your tenants care- « 
fully. Even the last month’s rent is not effective as a guarantee against 
damages because the tenant does not pay rent when that last month 
arrives — you already have the cheque and it is for rent, not burns on 
the counter or holes in the wall. If the tenant is still living in the unit, 
you can start eviction proceedings and claim compensation for the 
damage caused by the tenant. 


ii. Key Money 


Since January 1, 1987, it is illegal to charge key money. Key money is 
an under-the-table payment from prospective tenants for the oppor- 
tunity to rent a unit in a building. In many cases, key money is dis- 
guised as an exorbitant charge for curtains or furnishings which are 
already in the apartment, and which the new tenant might not even 
want. 


Those convicted of charging key money face a fine of up to $2,000 for 
individuals and up to $25,000 for corporations, and can be ordered to 
repay key money charged. 


Tenants who have paid key money can seek a refund and/or lay a 
charge, contacting the local rent review office for advice on how to go 
about it. The tenant does not need a lawyer, and you are not allowed 
to evict a tenant for attempting to enforce a legal right. The usual 
reasons for giving notice are still the only ones that apply. 
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Your Legal 
» Obligations 


A) Health and Safety 


Standards 


In municipalities which do not 
have comprehensive by-laws 
concerning property standards, 
or which do not actively enforce 
those by-laws, the tenant can 
send a written complaint to the 
Residential Rental Standards 
Boards. The Board was set up by 
the Ministry of Housing to see 
that acceptable minimum stan- 
dards of health and safety are 
maintained throughout the 
province. For more detail, see 
Chapter 5 on “Maintaining Your 
Property”. 


B) The Tenant’s Right to 


Privacy 
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In addition, any tenant who pays you extra to get to the top of a 
waiting list for space in your building can report you to the local rent 
review office and get that money back. 


iii. Post-dated cheques 


While the landlord can choose the method of payment (cheque, 
money order, cash) it is illegal to demand post-dated cheques. You 
may request them and explain that they are a convenience for both 
landlord and tenant (and may be canceled at any time by the tenant). 
But the tenant can choose to send you a cheque every month rather 
than giving you a pile of post-dated cheques. 


Being a nice-guy landlord is discussed later in this chapter. It’s usu- 
ally a good idea, but it’s optional. However there are certain things 
you have to do as a landlord which are not optional. They are legal 
obligations and it is your duty to find out about them. 


You are responsible for maintaining the premises in a good state of 
repair and fit for people to live in. This includes maintaining the 
individual units, as well as cleaning and maintaining the halls, lobby, 
stairs, laundry, garbage room, and elevator. It means cutting the 
lawn, cleaning up litter, shoveling snow, and removing ice. Pest- 
infestation problems have to be treated and broken equipment fixed. 
It does not include painting and decorating the interior of the apart- 
ments. 


Tenants are paying for a service and expect to have a comfortable and 
secure environment to live in. If your tenant experiences a serious 
maintenance problem and it is not fixed after discussing the matter 
with you, the tenant can ask the local municipality to send a building 
inspector to issue a work order. You then have about 30 days, de- 
pending on the municipality, to fix the problem. If the problem 
persists, the tenant can go to the district court. 


In a genuine emergency, a tenant is allowed to call someone in to do 
crucial repairs. The tenant should keep the receipt and apply to the 
landlord for a reduction of rent to cover the amount. The tenant 
should not simply subtract the amount from the rent. If he or she 
does so, you may go to court, where a decision will either confirm the 
tenant’s actions or require that the rent be paid in full. 


The landlord may only enter a tenant’s home with good reason, after 
a written request stating the reasons and given 24 hours in advance, 
and during daylight hours. There is some discussion as to what 
constitutes “good” reason. That the landlord may enter the apart- 
ment, the legal provisions and conditions which permit this, and any 
possible reasons why the landlord may need to enter the unit, should 
be spelled out in the original tenancy agreement; for example, to do 
repairs or to carry out an annual check on maintenance in the unit, or 
to test the smoke detectors. 
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Only in cases of emergency can you enter without prior warning, Or A 
in a case where the tenant does not mind the lack of written notice 
and agrees to let you in. However, you can write a clause into the 

original lease giving you the right to show the premises to a prospec 

tive new tenant during reasonable hours, after proper notice to move 

has been given. 


If there is a tenancy agreement under which the landlord has the 
responsibility of cleaning the rented premises, the landlord can enter 
the premises to clean without having to give 24 hours' written notice 
to the tenant. 


If you have tenants living in your own home, and you enjoy chatting 
with them, remember that they may need more privacy than you do, 
but they do not feel in a position to be very direct with you. Don’t ask 
who the guest was whom you heard arriving late the previous night, 
and let them relax in their apartment without the fear that you will 
wander in for a talk because you have nothing special to do and 
know they are at home. 


Door locks may not be changed without the mutual agreement of 
landlord and tenant. 


C) Rent Increases Generally, rents can be increased only once a year with 90 days’ 
————$—$—$———— notice in writing, and only up to the guideline percentage set by rent 
regulations for that year, without an application to the Ministry of 
Housing. This is a complex and ever-changing area, so Chapter 4 has © 
been devoted to the subject. 


D) Posting the Landlord If you are the landlord of a building with more than one rental unit 
and Tenant Act and common facilities such as a lobby, you are obliged to post Part IV 

of the Landlord and Tenant Act (or the official summary, shown on 
the following pages) in a conspicuous place in the building. You must 
also display your name (or the company or corporate name, depend- 
ing on the legal ownership) and the address you have chosen for de- 
livery of legal documents or notices (your home, the corporate ad- 
dress, or the superintendent’s or property manager's office). Tenants 
may take you to court in the name and address posted. 


E) Subletting In legal terms, subletting means that the tenant who holds the lease 

— $$ “sub-rents” the unit to a “sub-tenant” for a portion of the balance of 
the lease, with the intention of re-occupying the unit. The tenant who 
holds the lease is legally the landlord of the sub-tenant for the dura- 
tion of the sub-let. Assignment is the legal term for what is often 
called “subletting” by landlords and tenants. Assignment of the lease 
means that the original tenant does not intend to re-occupy the unit, 
and the new tenant becomes the direct tenant of the landlord. 
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) If a tenant wants to sublet or assign an apartment, you are obliged to 
allow this, and you are only allowed to charge reasonable expenses 
incurred in arranging the sublet. You can refuse to accept the new 
person if he or she does not meet the standards set for the rest of the 
building, but that consent must not be arbitrarily or unreasonably 
withheld. A landlord or tenant may apply to a district court judge to 
settle disputes over subletting premises. 


F) Harassment of Tenants It is an offence for a landlord to harass a tenant out of the premises, 
or to interfere with the supply of services such as heat or electricity, 
or to seize a tenant’s possessions because of non-payment of rent. 


A judge will refuse a landlord an order permitting an eviction if the court 
finds that the landlord: 


¢ has not lived up to a landlord’s fundamental obligations, 


e wants to evict a tenant for complaining to authorities about the 
landlord’s violation of health, safety or housing laws, 


e is retaliating against a tenant who sought to exercise his orher legal 
rights, 


e wants to evict a tenant for belonging to a tenants’ organization or 
trying to form one, 


e wants to evict a tenant because of the presence of children (except in 
) cases of overcrowding or premises unsuitable for children). 


Wor abeninanitestess letesssets toe 


A group of tenants sharing a common problem with a landlord may, 
if a judge approves, jointly take that landlord to court. Conversely, a 
landlord may take a group of tenants to court if a judge approves. 


G) Roomers and Boarders An amendment to the Landlord and Tenant Act made in 1987 pro- 
vides the same protections for roomers, boarders and lodgers as other 
tenants of residential premises. In the past, roomers and boarders 
could be evicted with little or no notice, and for any reason. Owners 
could seize personal belongings for non-payment of rent. The new 
legislation prohibits any such actions or the cutting off of heat, elec- 
tricity or water. Security deposits cannot exceed the rent for one 
rental period, such as a week for weekly tenancies, and must take the 
form of rent for the final rental period. 


However, where the building is owned by a person (rather than a 
company), the Landlord and Tenant Act does not cover units where 
occupants share a bathroom or kitchen with the landlord or 
landlord’s immediate family (child or parent, or spouse’s child or 
parent). This is often the case with roomers and boarders. 
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REGULATION 549 


under the Landlord and Tenant Act 


SUMMARY OF PART IV OF THE ACT 


1. The summary of Part IV of the Act mentioned in 
clause 111 (1) (d) of the Act shall be in the form set out 
in the Schedule. R.R.O. 1980, Reg. 549, s. 1. 


Schedule 
GENERAL 


1. Part IV of the Landlord and Tenant Act governs 
the relationship between landlords and tenants of resi- 
dential premises, and applies whether the tenancy 
agreement is written, oral or implied. (ss. 81, 82) 


2. Neither a landlord nor a tenant may waive 
his rights under Part IV of the Act, either orally 
or by written agreement. (s. 82) 


3. If the tenancy agreement is in writing, the 
landlord must return a signed copy to the tenant 
not later than twenty-one days after the tenant 
has delivered a signed copy to the landlord; failure 
to do so by the landlord relieves the tenant from 
any obligation (including the payment of rent) 
under the agreement until the landlord does deliver 
acopy tohim. (s. 83) 


SECURITY DEPOSITS 


4.—{1) The landlord may demand a security deposit 
equal to the rent for one rent period (for example, a 
month, a week or a day, depending on the tenancy). If 
the rent period is longer than a month, the security 
deposit is limited to one months rent. The landlord 
must pay the tenant 6 per cent interest annually, as 
long as the landlord holds this money. When the ten- 
ant leaves, at the expiration of the term of the lease, 
rent for the last rent period has already been paid. 


(2) Security deposits to cover damages or repairs 
are no longer lawful (except for fixed-term tenancies 
in mobile home parks that were made before 
the 18th day of December, 1975; the deposit for dam- 
ages must be returned when the tenancy agreement is 
ended or renewed). (s. 85) 


SEIZURE OF A TENANT'S PROPERTY 


5. It is an offence for a landlord to seize a 
tenant’s personal property, if the tenant is behind 
in the rent. (s. 86) 


SUBLETTING OR ASSIGNING RENTED PREMISES 


6.—(1) A tenant, other than one in public | 


or subsidized housing, way sublet or assign the 
rental accommodation. However, the landlord 
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may have reserved the right in the tenancy 
agreement to approve the new tenant. The land- 
lord’s consent may not be withheld unreasonably 
or arbitrarily, and the landlord may only charge 
reasonable and modest expenses for giving consent. 


(2) A landlord or tenant may apply to a judge 
of the county or district court to settle disputes 
over subletting or assigning premises. (s. 91) 


RIGHT TO PRIVACY 


7.—(1) Except in emergencies, a landlord or 
employees of the landlord may not enter the 
rented premises without giving twenty-four hours’ 
written notice to the tenant, specifying a time 
during the day. However, a tenancy agreement 
may give the landlord the right to show the 
rented premises during reasonable hours, to a 
prospective tenant, after proper notice to move 
has been given. A tenancy agreement may also require 
the landlord to clean the rental premises. In that case, 
the landlord may enter to clean the premises as the 
agreement requires. A tenant may also allow a land- 
lord to enter the premises at the time of 
request. (s. 93) 


(2) Neither the landlord nor the tenant may 
change the lock on a door to the rented premises 
without the other’s consent. (s. 95) 


8. A landlord cannot keep political canvassers 
away from rented premises. (s. 94) 


REPAIRS AND MAINTENANCE 


9.—(1) Part IV requires a landlord to keep the 
rented premises in good condition and fit for 
habitation during the tenancy. The landlord must 
also comply with all legal health, safety and 
housing standards, no matter what state the premises 
are in when a tenant moves in. (s. 96 (1) ) 


(2) Tenants are responsible for ordinary cleanli- 
ness (good housekeeping) and for repairing any 
damages they or their guests cause wilfully or 
negligently. (s. 96 (2) ) 


(3) Under the Act, a tenant may apply to a 
judge of the county or district court for an order 
to have repairs done or to authorize repairs for 
which the tenant has paid. The judge may grant 
the tenant a decrease in rent for as long a time 
as the premises were improperly maintained. 


(s. 96 (3) ) 


(4) In emergencies, the tenant may have crucial 
repairs done immediately and deduct the amount 
from the rent. Tenants must have detailed receipts 


Landlord-Tenant Relations 


PEELE 


for all work. If the tenant cannot demonstrate 
that the repairs were necessary and done as 
inexpensively as possible, the landlord may apply 
to the court and the judge may order the tenant 
to repay the rent which has been withheld. The 
judge may even allow the landlord to end the tenancy 
and order the eviction of the tenant. (s. 96 (3) ) 


TERMINATING A TENANCY 


10.—(1) Tenancies for a fixed period of time 
(fixed term) such as six months or one year or 
eighteen months, do not any longer simply ‘‘run 
out’, requiring the tenant to move at the end of 
the term. Where such a tenancy comes to an end 
without the landlord or tenant having entered into 
a new tenancy agreement, the Act provides that the 
agreement has been renewed as a month-to-month 
tenancy until both parties agree to another term. 
Since tenancies will go on indefinitely, landlords 
or tenants who want to end weekly, monthly, yearly 
or fixed-term tenancies of residential premises must 
notify each other in writing. 


(2) A landlord and tenant may mutually agree 
to terminate on a specific date, in writing, during 
the tenancy, in which case there is no need for notice. 
(ss. 98-106) 


11.—(1) Notice from either the landlord or the 
tenant must, 


(a) be in writing and signed by the person 
giving notice, or his or her agent, and 
should include the date of signing ; 


(b) identify the premises for which notice is 
given; and 


(c) specify the date the premises are to be 
vacated (the termination date). 


(2) Notice of termination from a landlord must 
also, 


(a) state the reason and particulars for 
terminating the tenancy; and 


(b) advise the tenant that if he or she 
intends to dispute the landlord’s claim 
to possession, he or she need not vacate 
the premises, but that the landlord may 
regain possession by applying for an 
order from the clerk or the judge of the 
county or district court permitting eviction, 
and that the tenant is entitled to dis- 
pute the landlord’s claim. (s. 99 (1) ) 


12.—(1) Notice to end a tenancy by either land- 
lord or tenant has to be given not less than 
twenty-eight days before the last day of a weekly 
tenancy and sixty days before the last day of a 
monthly, year-to-year or fixed-term tenancy. If 
the notice is late by even one day, it is ineffective and 
proper notice must be given. (ss. 100-104) 
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(2) If a landlord intends to demolish, convert 
to other use, or extensively repair the premises, 
the landlord must give at least 120 days notice before 
the end of the tenancy. (s. 107) 


(3) A landlord may end a tenancy during the life of 
the agreement, for certain reasons and within special 
notice periods. (ss. 108, 109) 


13.—(1) A tenant may deliver the notice per- 
sonally to the landlord, or his or her agent, or send 
it by ordinary mail. When sent by mail, the Act 
assumes that it is delivered on the third day after the 
date of mailing. (s. 123) 


(2) A landlord must try to deliver a notice to the 
tenant personally. If the tenant is away or evading 
service, the notice may be handed to a person 
apparently eighteen years or older on the tenant’s 
premises, by posting it up in a conspicuous place 
on the rented premises or by sending it by regis- 
tered mail to the premises. If notice is mailed, it 
is assumed to be delivered on the third day after the 
date of mailing. (s. 123) 


14.—(1) A landlord must have a legitimate 
reason for terminating a tenancy, under Part IV 
of the Act. The reasons, along with particulars, 
must be stated in the notice, whether the termin- 
ation is at the end of a tenancy period or term, or 
during the term. (s. 99 (1) ) 


(2) If a tenant fails to pay his rent when it is 
due, a landlord may give notice of termination, 
specifying a termination date not less than twenty 
days (in the case of a daily or weekly tenancy, seven 
days) after notice is given. If the tenant pays the rent 
within fourteen days (in the case of a daily or weekly 
tenancy, seven days) of the notice, the notice becomes 
ineffective. (s. 108) 


(3) A landlord may serve a notice of termination 
under the following circumstances: 


1. When a tenant, or his or her guests, cause 
undue damage to the premises, wilfully or 
negligently. (s. 109 (1) (a) ) 


2. When a tenant, or his or her guests substan- 
tially interferes with the reasonable enjoy- 
ment of the premises by the landlord or the 
other tenants. (s. 109 (1) (c)) 


3. When a tenant, or his or her guests, seriously 
impair the safety or other lawful right, privi- 
lege or interest of any other tenants on the 
premises. (s. 109 (1) (d) ) 


4. When the occupants of the premises on a 
continuing basis exceed the number permit- 
ted by health, safety or housing standards. 
(s. 109 (1) (e) ) 


(4) If any of these latter four reasons are given, 
the landlord must give notice specified to be 
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effective not less than twenty days after the date 
notice is given. The landlord must also inform 
the tenant that he has seven days to correct the 
situation. If, within the seven days, the tenant 
complies or satisfies the landlord that the situation 
will be corrected, the notice is ineffective. If the 
tenant does not rectify the situation within the 
seven days, the landlord may apply to the court for an 
order to evict the tenant. (s. 109 (1-3) ) 


(5) If there is a second breach of these obliga- 
tions by the tenant within a six-month period, the 
landlord need give only fourteen days notice 
and may immediately apply to the court for an order 
permitting the tenant’s eviction. (s. 109 (4) ) 


15—(1) A landlord also has cause for early 
termination if, 


(a) a tenant performs or commits an illegal 
act, or carries on an illegal business on the 
premises; or 


(b) a tenant in public or subsidized housing 
misrepresents his or her income or that 
of other members of his or her family 
occupying the residential premises. (s. 109 


(1) (@) )) 


(2) Where the notice is based on one of these 
two reasons, the landlord must give notice specified 
to be effective not less than twenty days after the 
date the notice is given. The landlord may apply 
immediately to the court for an eviction order. (s. 109 


(3) ) 


16.—(1) Each reason for ending a tenancy before 
the end of the term or rental period also applies to 
terminating at the end of a term or rental period. 
(s. 110 (3) ) 


(2) The Act recognizes additional causes for 
termination at the end of a rental period, as follows: 


1. If the landlord needs the premises for 
himself or herself, or a member of his or 
her immediate family. (To qualify the 
landlord must give the tenant at least 
sixty days notice.) 


2. The tenant has persistently failed to pay 
rent on the day it is due. (This cause 
applies even though the tenant may not 
be in arrears at the end of the term.) 


3. The premises are public or subsidized 
housing and the tenant no longer qualifies 
to occupy such premises. 


4. The tenant was provided the residential 
premises by an employer and the tenant’s 
employment is ended. 


5. The tenancy arose by virtue of an agree- 
ment to purchase a proposed condominium 
unit, and the agreement fell through. 
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6. A landlord needs the residential premises 
for demolition, conversion to use other 
than rental-residential premises, or repairs 
or renovations so extensive as to require a 
building permit and vacant possession of the 
premises. (s. 110 (3), s. 107) 


(3) Where the landlord has given a tenant 
notice of termination at the end of the term or rental 
period, the landlord may immediately apply to the 
county or district court for an eviction order to be 
effective on or after the termination date in the 
notice. The landlord and tenant also may agree 
in writing to termination on a specified day. The 
landlord can enforce the agreement by applying to the 
court for an eviction order. (s. 110) 


(4) In the event of demolition, conversion to 
use for a purpose other than rental-residential 
premises (e.g., a condominium), or to make repairs 
or renovations so extensive as to require a build- 
ing permit and vacant possession of the premises, 
the landlord may give notice specifying a date at 
or after the end of a tenancy period, and not 
earlier than 120 days from the date notice is given. 
(s. 107 (1) ) 


(5) A tenant who gets such a notice has the 
following choices : 


1. The tenant may comply. 


2. The tenant may decide to move out on an 
earlier date, and if so, the tenant must 
give the landlord at least ten days written 
notice prior to the time that he or she 
intends to vacate and pay up any arrears 
of rent to the date of termination (in the 
tenant’s notice), taking into account any 
security deposit for rent which may be held 
by the landlord. 


3. The tenant may require the landlord to 
satisfy a judge that his or her claim is 
valid, and that he or she has obtained all 
necessary demolition permits or other au- 
thority. (s. 107 (2)) 


(6) Where the notice relates to extensive repairs 
or renovations, the tenant may obtain the right 
of first refusal to occupy the premises as a tenant 
when the work is completed, by indicating to the 
landlord in writing that he or she wishes to have 
this right. To retain the right, the tenant must 
inform the landlord by registered mail of any 
change of address. The rent for the premises 
after the renovation or repairs must be at the 
lowest rent that would be charged to anyother tenant 
for the same premises. (s. 107 (3) ) 


(7) Special provisions apply to the termination 
of a tenancy by a caretaker, janitor, manager, 
watchman, security guard or superintendent. Un- 
less otherwise agreed, the tenancy ends on the day 
that person’s employment is ended. The ‘“‘care- 
taker” has one rent-free week from that date in which 
to vacate the premises. (s. 115) 
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17. The landlord has a right to apply to the 
county or district court for an order declaring 
a tenancy ended, for an eviction order (writ of 
possession), for the payment of arrears of rent or 
compensation, or to enforce a tenant’s notice of 
termination or agreement to terminate, as well 
as the right to apply for an order tha have repairs done 
at a tenant’s expense. (s. 113) 


18. In addition to the right to apply for author- 
ization for repairs, a tenant may apply to the 
court to end a tenancy or have the rent lowered 
if the landlord failed, in a significant way, to fulfill 
his or her obligations. The tenant may apply to 
the court for a return of a rent deposit and the related 
interest on that deposit. (ss. 96, 113) 


COURT MATTERS 


19.—(1) If a landlord, or a tenant, wishes to 
enforce his legal remedies, he may apply to the 
county or district court. The party against whom 
the application is made will be notified of the 
application, and given an opportunity to challenge 
it in writing, or by appearing before the clerk of 
the court, in person, or through a representative. 
If the application is not challenged, notice of the 
order will be sent to the person against whom applica- 
tion was made. (s. 113) 


(2) Landlords and tenants may now be rep- 
resented before the judge by agents other than 
lawyers. Recent amendments to the Act are in- 
tended to encourage informality in these court 
hearings, by relaxing the strict rules of evidence. 
(s. 118) 


EVICTIONS 


20. A tenant may only be evicted by the sheriff 
and his officers, under the authority of a court 
order permitting eviction (a writ of possession). 
(Ge BIZ (hy) 


MOBILE HOME PARKS 


21.—(1) All of the provisions of the Act also 
apply to landlords of mobile home parks and 
owners of mobile homes (not travel or tent trailers) 
renting these sites in the parks. (s. 81) 


(2) Tenants in these parks may sell, lease, or 
otherwise dispose of their mobile homes, even if 
the homes remain in the park. The landlord 
cannot unreasonably or arbitrarily withhold his 
consent to the new owners remaining in the park. 
The landlord is entitled only to charge reasonable 
expenses for giving his consent. Any dispute over 
landlord’s consent may be referred to a county or dis- 
trict court judge. (s. 125 (1-5) ) 


(3) The landlord is not entitled to act as the 
tenant’s agent in the sale, rental or other disposal 
of the tenant’s mobile home, unless there is a written 
contract to that effect. (s. 125 (6) ) 
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(4) Landlords are no longer permitted to charge 
entry and installation fees or removal and exit 
fees for mobile homes from the park, or for the 
granting of a tenancy, except to revocer reasonable 
expenses. (s. 126) 


(S) A landlord may not restrict the right of a 
tenant to purchase goods or services from a 
person of his or her choice. The landlord may, 
however, set reasonable standards for mobile home 
equipment. (s. 127) 


(6) Landlords are obliged to provide garbage dis- 
posal and snow removal and to maintain roads and 
services within the mobile home parks. (s. 128) 


NOTICE OF RENT INCREASE 


22.—(1) A landlord is now required to give a tenant 
ninety days’ notice of a rent increase, setting out the 
amount of the increase. (s. 129 (1) ) 


(2) Unless the tenant decides to move out and 
gives proper, written notice, the tenant is con- 
sidered to have accepted the amount of rent increase 
allowed by law. (s. 129 (2) ) 


(3) During the life of the rent review legislation, 
the tenant does not surrender his right to challenge 
a rent increase by signing a new tenancy agree- 
ment, or by not responding to a landlord’s notice of 
increase. (s. 129 (3) ) 


TENANT'S SECURITY 


23. It is an offence for a landlord to harass a 
tenant out of the premises, or to interfere with the 
supply of vital services, such. as heat or electricity, 
while the tenant is in occupation. (s. 121 (4)) 


24.—(1) A judge will refuse a landlord an order 
permitting eviction if the court finds that the 
landlord, 


(a) has not lived up to his or her fundamental 
obligations ; 


(b) wants to evict a tenant because he or she 
has complained to authorities about the 
landlord’s violation of health, safety or 
housing laws; 


(c) is retaliating against a tenant who sought 
to exercise his or her legal rights; 


(d) wants to evict a tenant because he or she 
belongs to a tenants’ association or is 
trying to organize one; or 


(e) wants to evict a tenant because of the pres- 
ence of children (except in cases of over- 
crowding or premises unsuitable for chil- 
dren). (s. 121(3)) 
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(2) A group of tenants sharing a common 
problem with a landlord may, if a judge approves, 
jointly take that landlord to court. Conversely, 
a landlord may take a group of tenants to court, if a 
judge approves. (s. 119) 


POSTING 


25.—(1) Landlords of residential premises with 
more than one unit and common facilities, such 
as a lobby, and landlords of mobile home parks, are 
required to post a copy of Part IV of the Landlord and 
Tenant Act, or a copy of this summary, in a conspicu- 
ous place. 


PENALTIES 


26. The Landlord and Tenant Act now provides for 
fines of up to $2,000 for offences under the Act. Such 
offences include interference with vital services, fail- 
ure to post a copy of Part IV and the legal name and 
address of the landlord, seizure of the tenants’ prop- 
erty for non-payment of rent, and wrongful entry of 
the rented premises by the landlord. (s. 122) 


THE LANDLORD AND TENANT ADVISORY BUREAU 


27. The Act permits municipalities to set up 
landlord and tenant advisory bureaus to give advice 
and mediate disputes between landlords and tenants, 
and provide information on residential tenancy 


i 


matters. It is, however, up to each municipality 
to set up such a bureau. Landlords or tenants with 
problems should consult their local municipal 

(2) The legal name and address of the landlord, | offices to determine whether one has been established 
for service, also must be posted. Tenants may take | in their area. (s. 124) R.R.O. 1980, Reg. 549, 
landlords to court in the name that is posted. (s.111) | Sched.; O. Reg. 392/87, ss. 1-3. 


Your Tenant’s Legal 
a Obligations 


Tenants are obliged to pay their rent on the day set out in the verbal 
or written tenancy agreement. 


Tenants must keep their own rental unit clean and defrost the fridge 
and clean the stove (unless the tenancy agreement makes this the 
responsibility of the landlord). 


Tenants have to fix or pay for anything belonging to the landlord 
which is damaged by themselves or their guests. 


Tenants may not change the entrance locks without agreement by 
the landlord. 


Tenants may not run an illegal business or perform illegal activities 
in the rental unit. 


Tenants must not have people living with them who overcrowd the 
rental unit, according to municipal bylaws. 


ii. Tenants must abide by the landlord’s rules of the building, unless 
the rules contravene the Landlord and Tenant Act. 


iii. Tenants must keep noise to a reasonable level and not interfere with 
the enjoyment or infringe on the rights of other tenants. 


Tenants may not sub-let or assign without prior consent from the 
landlord, if consent is required by the tenancy agreement. 


Tenants must give a minimum of 60 days’ notice before the last day 
of a monthly or longer tenancy. For a weekly tenancy, tenants must 
give at least 28 days’ notice. Notice must be given in writing with a 
signature, date of signing, and date of termination. Notice may be 
delivered personally, or sent by mail three days in advance. 


If your tenant violates these obligations you can try to recover dam- 

ages in Small Claims Court or District Court, or you can go through 

the procedure of evicting them. For details, see the section on “Get- 6 
ting Them Out”, later in this chapter. 
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4 A harmonious relationship with your tenants can make the difference 
between enjoying the time you spend being a landlord and hating the 

« Peace In The Home days you have to go over and deal with “Them”. You may look on 
the rented premises strictly as a business, but to your tenants it’s a 
home. Tenants who find their landlord pleasant and helpful will stay 
on longer, and may even return the favour by taking care of your 
property since you’re being a nice guy. It takes extra time, energy, 
and even money to be a nice guy, but the rewards are worth it. 


A) Communication Good communication between you and your tenants will reduce the 
number and fierceness of disputes. Your tenants should feel that they 
can contact you at any reasonable hour and raise a question without 
fear of an irritable or defensive response from you. Quite often they 
are doing you a favour, by drawing your attention to maintenance 
problems that could become worse if left untreated. 


Request that your tenants not call you during dinner or late at night 
unless it is an emergency. Invest in an answering machine so that 
they can always leave a message for you, knowing you will call them 
back within a few hours. Investigate the problem before commenting 
on it, and always let them know what you have done or are going to 
do about their complaint. 


If you have plans to do minor renovations or if you intend to test the 

alarm system or hire a new superintendent, write a brief note inform- 

ing your tenants. This keeps up good relations and makes them feel 
) involved in the building and more willing to cooperate. 


Contractor's time 


Called tenant to confirm problem solved (date) 
Tenant's reaction/comment 
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B) Complaints 


Write down every complaint or 
work request that comes in, 
with the date and name of the 
relevant tenant. Then write 
down what work was done and 
the reaction of the tenant 
afterwards. This will be an in- 
valuable record if there are 
disputes later about work which 
a tenant says was not done or 
not done satisfactorily. If you 


_ create and photocopy a set form 


for this purpose, you'll be more 


__ likely to keep accurate records. 


C) Damages 


a APARTMENT INSPECTION REPORT | 
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Rather than resenting complaints, reacting gruffly and making re- | € 
pairs grudgingly, see the complaint as a warning device, an opportu- 
nity to fix a minor problem before it becomes a major one. 


No matter how trivial the complaint may seem, you should hear it 
out and try to be of assistance. Your tenants’ assessment of how 
efficient and helpful you are depends on how quickly you solve their 
problems. 


Don’t make promises or vague guarantees that cannot be fulfilled. If 
there is nothing you can do about an occasional clanking in the water 
pipes (short of opening up the entire plumbing system), don’t say, 
“T’ll see what I can do.” Rather, explain politely why the problem 
cannot be solved, or why there will be a delay in solving it. In the 
event of complaints about a noisy tenant, keep a cool head and use a 
reasonable approach to solve the problem. 


It is a good idea to keep an inspection sheet for each apartment. Go 
through the apartment with each new tenant, writing down any 

damage in each room. If there is a damaged bathroom door or barbe- 
cue-smoke marks covering the balcony ceiling, write it down. Land- 

lord and tenant should both sign the list. Before a tenant vacates a 

unit, make an appointment to inspect the apartment again. The 

tenant becomes liable for any new damages not included in normal 

wear and tear. Most tenants will take better care of an apartment if 

they know damages will be noticed and they will be held responsible. « 


APARTMENT INSPECTION REPORT page 2 


late 


Tenant name Move-out date 


COMMENTS/ACTION COMMENTS/ACTION 
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Record of Late Payments 


D) Late Payment of Rent If a tenant does not pay rent on the day it is due, deliver a reminder 

es §6the next day or day after. Do not be rude or accusatory as this will 
antagonize the tenant who may have simply forgotten; remind the 
tenant that you have mortgage payments and other expenses due, 
and ask courteously that the rent be paid promptly. However, you 
do have the right to deliver a notice of termination rather than a 
reminder. See the section below on “Reasons for Giving Notice.” 
Keep records of late payments as this may become a pattern; you will 
need documentation to give notice at the end of the rental period on 
the basis of persistent late payment. 
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mple Lease Renewal Agreement 


Address 
Telephone 

Property Address/Unit 
Resident pe topen enes oe tien reer oe 


Lease Expiry Date 


Dear 

We have enjoyed having you as a tenant. Your current lease expires on AS in 
order to make your lease renewal as easy as possible, please take a few moments to complete 
this form. 


The lease is hereby extended for a period of ___ months, beginning on the first day of 
,19___, and ending on the last day of pl Gere: 


The following covenants have been added or modified and will become effective with the signing 
of this lease renewal agreement: 


| have read this lease renewal agreement and understand the changes that are being 
made to my lease: 


Date Signature of lessee(s) 


Date Signature of landlord 


5 & Getting Them Out Tenancies for a fixed period of time, such as a year or two years, as 
defined by the lease, do not simply “run out”, requiring the tenant to 
move out at the end of the term. If such an agreement comes to an 
end without the landlord or tenant having entered into a new agree- 
ment, the Landlord and Tenant Act states that the agreement is 
automatically renewed as a month-to-month tenancy which contin- 
ues indefinitely or until both parties agree to another term. A land- 
lord and tenant wishing to cancel this on-going arrangement on a 
specific date may mutually agree in writing, in which case there is no 
need for notice. If you both wish to renew the lease, a simple renewal 
agreement can be signed. Termination of a tenancy can occur at any 
time by mutual consent, whether or not there is a lease. «< 
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> This is the best-case scenario. More often, either the landlord or 

‘ tenant wishes to end their relationship without the other particularly 
wanting to do so. In such a case, notice must be given. Earlier in this 
chapter, it was explained how the tenant should go about giving 
notice. This section is about ways that the landlord can get a tenant 
out of the rental unit. 


A) Reasons for Giving Below are the only reasons a landlord is allowed to serve notice 

Notice before the end of the tenancy period. If there is no lease, or the lease 
has expired, the tenancy period is assumed to be the period covered 
by a normal rental payment. If the tenant usually pays rent once a 
month, the rental period isa month. It is important to note that a 
notice of termination must be technically correct, as any error may 
make the notice invalid. 


i. Failure to Pay Rent 
When a tenant fails to pay the rent that is due. 


You can give a tenant 7 days notice in the case of a weekly tenancy, or 
20 days in the case of any other tenancy. The notice becomes ineffec- 
tive if the tenant pays the rent within a further 7 days from receipt of 
the notice in the case of a weekly tenancy, or 14 days in the case of 
any other tenancy. If the tenant still has not paid the rent after that 
additional period, you can apply to the district court for an eviction 
order. However, if the tenant pays the rent at any time until the judge 
d makes a decision, the notice becomes ineffective. 


ii. Undue Damage 


When a tenant or the tenant’s guest causes undue damage to the 
premises, wilfully or negligently. 


ili. Disturbing Others 


When a tenant or the tenant’s guest substantially interferes with the 
reasonable enjoyment of the premises by the landlord or the other 
tenants. 


iv. Impairing Privileges of Others 


When a tenant or the tenant’s guest seriously impairs the safety or 
other lawful right, privilege or interest of other tenants on the prem- 
ises. 


v. Overcrowding 


When the number of occupants of the unit on a regular basis exceeds 
that which is permitted by health, safety or housing standards. 


If any of these latter four reasons is given, you must give at least 20 
days’ notice. You must also inform the tenant that he has 7 days to 
correct the situation. If, within the 7 days, the tenant complies or 
satisfies you that the situation will be corrected, the notice is ineffec- 
tive. If the tenant does not rectify the situation within the 7 days, you 

) may apply to the court, after the 7 days have expired, for an order to 
evict the tenant. 
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If there is a second breach of these obligations by the tenant within a « 
six-month period, the landlord need give only 14 days’ notice and 
may immediately apply to the court for an order permitting the 

tenant’s eviction. 


vi. Illegal Acts 


A landlord can also terminate a lease before the end of the tenancy 

period if a tenant performs or commits an illegal act or carries on an 
illegal business on the premises. In this case you must give notice 
specified to be effective not less than 20 days after the date the notice 
is given. You may apply immediately to the court for an eviction 
order. 


Each reason for ending a tenancy before the end of the rental period 
also applies to terminating at the end of a rental period. Below are the 
additional reasons a landlord is allowed to serve notice at the end of 
the tenancy period: 


i: Rental Unit Required for Family Use 


You may give your tenants 60 days’ notice if you need the unit for 
yourself or your immediate family (your spouse, parents, or children, 
or your spouse’s parents or children: this does not mean your second 
cousin once removed). 


il. Termination of an Employment or Sale Agreement 


If the tenancy was linked to your tenant’s employment and the « 
employment has ended, or if the tenancy was linked to an agreement 

to purchase and the agreement has ended, you may give your tenant 

60 days’ notice. However, if the tenant was employed as a superin- 
tendent, janitor, security guard, property manager or in a similar 

position connected with the property, the tenancy ends automatically 

with the employment and no formal notice is required. The tenant 

has one week to vacate the apartment after the employment has 

ended, and cannot be charged rent during this week. 


iii. Persistent Late Rent 


If your tenant has persistently not paid the rent on the day that it was 
due, you may give the tenant 60 days’ notice at the end of a lease 
term. You will need to keep records documenting this problem. 


iv. Demolition, Conversion, Renovation or Repair 


You can give your tenants notice because you are demolishing the 
apartment or converting it to different use, or doing extensive repairs 

or renovations requiring a building permit and vacant premises. You 
must first have obtained approval from your local municipality 

under the Rental Housing Protection Act (see Chapter 6 on "Renova- 
tion"). Once you have received your Certificate of Approval you 

must give your tenants at least 120 days’ notice, and the end of the 

tenancy agreement (if you have a lease) must have arrived or passed 
during the notice period. A copy of the Certificate of Approval must <«< 
be attached to the notice document. 
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» The tenant can give 10 days’ notice that he or she intends to leave 
during those 120 days. 


The tenant can have the first right of refusal to rent the premises 
again after the renovations, at a rent which must be legal under the 
Residential Rent Regulation Act. The tenant must indicate in writing 
that he wishes to have this right, and keep the landlord informed by 
registered mail of any interim change of address. 


B) How to Serve Notice ¢ The notice must be in writing and it must be dated and signed by 
you or your agent; it must identify the premises and state the date 
of termination; and it must state the reason for termination. You 
must advise the tenant that, if he intends to dispute your claim to 
possession, he need not vacate the premises, but you may regain 
possession by applying for an order permitting eviction from the 
clerk or the judge of the district court, and that the tenant is en- 
titled to dispute your claim. 


e You must try to deliver the notice personally to the tenant, but if 
the tenant is out or evading you, the notice may be handed to an 
apparently adult person on the tenant’s premises, or posted in a 
conspicuous place in the premises (like the front door), or sent by 
registered mail (with three days allowed for delivery). If notice is 
delivered even one day short of the 20, 60 or 120 days required 
before the termination date, it is ineffective and must be repeated. 


>) C) Evictions You have the right to apply to the district court for an eviction order 
ee = (writ of possession). This is the procedure to be followed: 


e Your local Rent Review Office, the Landlord Self Help Centre or 
legal stationery firms will have copies of forms 7, 8 and 9, apply- 
ing for a writ of possession. The forms are straightforward and 
brief. 


e Fill them out, then take them to the district court. Your local 
municipality will give you the address. 


e The clerk of the district court fills in the date of the court case and 
keeps one copy. You are given a copy for your own records and a 
second to pass on to your tenant. The tenant must receive a copy, 
and has an opportunity to challenge the application in writing, or 
by appearing before the clerk of the court in person or through a 
representative. 


e It is not necessary for a lawyer to accompany you to court, al- 
though it is a good idea to get legal advice in advance. You can 
even send a representative in your place. The court proceedings 
are rather informal and the judge usually decides on the case at 
the conclusion of the hearing. If the tenant or a representative 
does not show up at the court, a writ of possession is granted 
automatically and notice of the order is sent to the tenant. 


e You take the writ of possession to the sheriff. It is effective 
) immediately. 
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e The sheriff and the sheriff's officers are the only agents empow- « 
ered to remove the tenant from the apartment. : 


¢ If some of the tenant’s possessions are left behind, you have to 
store them for a “reasonable” period of time. The time period is 
not defined. 


¢ It is useful to have a locksmith at the premises to change the locks 
at the same time. 


The Cost 

Evicting a tenant is not inexpensive. There are court charges of about 
$20 to file your case and about $50 for each witness who is subpoe- 
naed. If you win your case, the writ of possession will cost you about 
$75 and you have to pay for the sheriff's gas costs for going to evict 
your tenant, which sometimes takes more than one trip. If you want 
to change the locks, you will also have to pay for a locksmith. If you 
consulted or used a lawyer, there will be legal bills. You can claim 
legal costs, as well as rent arrears and damages, from the tenant. 


To Speed Up The Process 

In some circumstances, if you have given a tenant notice to terminate 
at the end of the term, but anticipate trouble in actually getting the 
tenant to leave, you may immediately apply to the district court for 
an eviction order to be effective on or after the termination date in the 


notice. 
D) If an Apartment is If a tenant moves out of an apartment suddenly, or “skips”, you « 
Abandoned obviously have no problems with eviction, but you may be left with 


an empty apartment in the middle of the month, and unpaid rent. 
You can sue the tenant for damages, but you are obliged to minimize 
your damage claim by trying to rent the apartment as quickly as 
possible, even if you have other vacant units in your building. 


Penalties 


The Landlord and Tenant Act provides for fines of up to $2,000 for 
offences against the Act. Such offences include interference with vital 
services, failure to post a copy of Part IV of the Act and the legal name 
and address of the landlord in a conspicuous place, seizure of the 
tenant’s property for non-payment of rent, and wrongful entry of the 
rented premises by the landlord. 
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p Resources The Landlord and Tenant Act and A Guide to the Landlord and Tenant Act 
—ww——=_ are available from your local Rent Review office. The numbers of the 
21 local offices are listed in Chapter 4. If you are calling long-distance, 
ask the operator for Zenith 9-6000 (toll-free). 


“How-to” Guide for Landlords on Eviction Procedures in Ontario, pub- 
lished by the Landlord’s Self Help Centre, can be purchased from: 


Landlord’s Self Help Centre 
110 Atlantic Avenue 
Toronto, Ontario 

M6K 1X9 

(416) 532-4467 


The Landlord’s Self Help Centre is funded by the Ontario Legal Aid 
Plan and is a source of information and guidance for landlords. 


Local landlords’ associations are listed in Chapter 4. 
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> Conclusion 


he would-be landlord’s dream of sitting back, retiring ona 
steady income of rent cheques, and watching your invest 
ment appreciate has probably dissipated as the pages of 
this guide were turned. 


Instead, there are probably dancing images of cash-flow charts, lists 


of trusted tradespeople, one-year lease forms, and notices of a rent 
increase. 


The first was a fantasy, the second is the reality of being a landlord. 
Armed with practical knowledge about what is required, what is 
advisable and what is a major mistake, you are better equipped to 
turn the fantasy into the reality. 


And then, at times when those cheques are coming in regularly, and 
the building is humming along healthily, and the tenants are cheerful 
and content, go ahead and pinch yourself and say, “This isn’t a 
dream. I’m a successful landlord!” 
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ASSETS 


CURRENT ASSETS 
Cash 
Rent receivable 
Prepaid expenses (e.g. insurance) 
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FIXED ASSETS: 
Land 
Buildings. 
LESS Accumulated Depreciation 7. Loraey al 
Equipment 8 : 
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Mortgage principal due in tl aE 
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LONG-TERM LIABILITIES 


Mortgage payable 
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OWNER'S EQUITY 
Capital 
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RENTAL INCOME 


OPERATING. EXPENSES: 
Mortgage interest 
Property tax 
Maintenance: 

Repairs. 

Insurance 

Utilities: 

Miscellaneous expenses. 


Depreciation 


Total operating expenses. 


NET INCOME 
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Rental Unit Record 


Property/Unit 
Tenant Information: 


Tenant's Name 
Telephone (H) 


Next-of-kin Name Telephone 
Address 

Employers Name Telephone 
Address 

Reference Name Telepnone 
Address 

Bank Account # 

Car (make & model) Licence Plate # 
Unit Information 

No. Bedrooms Furn/Unturn Appliances 


Maintenance: Report 
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COMMENTS 
Hails & stairweils 


Exit door glass clean 

Fire cabinets clean 

Garbage rooms clean 

Electric covers attached 

Light covers unbroken 

Door closers working 
Carpet/floors/baseboards clean 
Stair railings clean 

All lights working 

Other 


Laundry room 


| Clean 
Other 


Lobby & entry 


Clean 
Other 


Superintendent's workroom 


Tidy 
Supplies easily accessible 
Other 


Storercom 


Clean and tidy 
Supplies available 
Supplies accessible 
Other 


Furnace/Boiler room 


No leaks 

Circulating pumps cool/oiled 
Boiler pressure 

PRV & low water cutoff 
Blow down vaive 
Thermostat 

Clean 

Other 


ACTION NEEDED 
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ITEM COMMEN ACTION NEEDED DONE 
Electrical room 


Batteries functional 
Clean 
Other 


Building exterior 


Overail 

Painting 

Siding 

Tim 

Foundations 
Caulking 

Root 

Root flashing vents 
Gutters/downspouts 
Doors 

Windows 
Steps/railings 
Other 


Grounds 


Overall 

Grass 

Landscaping 

Walkway 
‘ Driveway 
Parking 
Fencing 
Security 
Outdoor lighting 
Other 


Garage 


Tidy 

Lighting 

Ramp grate 

Overhead and exit doors 
No leaks at risers 

No combustible matenals 
No dampness on wails 
Other 


ee ae erred 


oe A 2 ATE ee + Rc te Sl OR CET a ea mm. a 
ven: ger ace age Bem ER Aaa ng RRR ae arp a et a ale mc te et + pe 
, | = 
' 
it 
a eR ea mc ee 5 A ts as Rl A TET AR ONES (ame , 
! —— _ A 4 AN ee = Latina tment = 
— pT NT rr ae ee RN nM Cm om 
— | — a ee en Cn ek eect tena ntti een 
f ‘ 
a ° aeateatiead LG ROIs pm ARR EA a le a oan SS Tee eS SE em 
: ; 
| 08 eee ee a te ei. aL ee mete Te. 
oe | 
H ' ' te AD ON a a le a ere ee ee 
5 } } : e 
. e ‘ 7 : a = 
ee RR ee A NIN ee at tee a EAL ETC LEN TS GT CEE 5 
} fi t — 
4 i 5 c , : 
‘ iis en he A ha oe ee as 
3 4 
: { ; ; 
i. ee ee ee ee A SR ey 
x oo otf ees We PU MMMRPER RES oes eee eC ee ee, ee SAO IT 
+ if & s e re 
4 , > Fe 
amie ee ee ete oo one ae eee ge th - ‘ eo es - ~ 
a ' 
i 2 i" i f 
H ‘ 
4 ; ; 
; ; 7 so = 
t } us : ee 
sbissptinn pee miei ox ae oes aes claee le ee ees TS 
. f 
1 , 7 = 
Us t NG nt ea, RT EY AME ae mk - OR NEEL MRIS Ar Re Ne Ma ee a 
: , 
( et ep seca crates acamtllane. cehu mele ete age ae etapa eA tan Mee rete et 
* 3 . = 
bra 5 eorerzcan eerie premier —wareemn vin ~ on wer Seb at, wis « oe ~ : ~ oa a= tae 
i eee SLA DB OR AA NOONAN 8 A ana NA tl OL AA ETTORE 8 A 


en ee ee AORN re Rape ier eR rn 


5 ‘ y 7 


. 
2 ; 7 = 

| eet tT emer imate Ce ee ee 
i : ; : 
; art vse TA I a ae enesegenanpcre- =e ent ie 
\ : 
> 
t 
4 
i 


LA LE LL LET AE — 


: | ; a FS STOTT iw 
ce ae Ronen ree ae 
i <r . ; 
H : 
® 


ee 


INSPECTED BY 


a a 


=e) 
= 


he 


oz] =z) 
-_ _— 


sneer oer: Ge ae et a: co a ene 


= 


19 
19 
19 
19 


= 


Unsatisfactory condition 


= Equipment in satisfactory condition 


B 


> 


SERIAL No 


EXTINGUISHER 


MONTHLY INSPECTION OF FIRE EXTINGUISHERS / HOSE CABINETS 


Ww 
i 
7p) 
jes) 
= 2 
= < 
_— 


Cambon 


— 
od 
= 
a 
< 
oO 
Ud. 
=n 
oOo 
= Ss 
<-_ 
Oc 
oy 
—_— <<. 
2 
=| 
SO 
= 
— 
= 
Nad 


S 

2 
ne 

3 
2 
Gq 
a 
ond 


West Basement 


a 
EY) 
ong 
3 
a 
a 


2nd Floor - Front 
2nd Floor - Rear 
Laundry Room 
Storeroom 


= ; JdAL | HLONG : 
AG G3L03dSNI crower] Be | TONUGLSTN ee i re eal | NOILY9O1 
JANWA YILVM LINIBVD 


WILSAS AdIdGNVLS 40 NOILOSdSNI IVANNYV 


| 
| 


; 
| 
| 


Sa ee Se 


ed 


J 
} 
i] 
i 


an lel ee — 
s 
\ 
‘ 
Foie acetyl ; 
ba thy a 
® 
{ 
Pa ath Ae 


ee 
1 
~ 
- 


ee 
a 
« 


i) 
’ 
! 
i 


_ 


! 
SAS PANE RIN MO APN wh mee OE me 

y 
\ 
ewan es 

—_ 
' 
1 

AEA ANN 6 aim aN RA NE OL ake 


i 
t 
t 
twee sa 
4 
' 


ae iv Sony _1 SEN Saat V8 | gyood aul 310 
sone W3ISAS ONILHON AONIOUING 


SSILNG JONVNILNIVW ALS4VS SYIl4d ATHLNOW 


a a = - 


4. ae 
aoe 


- a << 


2 dd ee ee Ua 


SIATWA JSOH AdIJONVIS LOIdSNI 


WILSAS WHY WW JHId LS3L NOILVOIINIA LONGNOD 


THUG WHY TY JuI4 


SYOLSIYUV AYWdS AINWIHOD NVI19 


ONINOILIGNOD IV / WILSAS NOILVTLNJA / SIHOLIMS LOINNOOSIG 1OIdSNI 


YOLVYINIONI NO S3did JN / SIN / SAINWIHD LOIdSNI 


YOLVUINION! NO Sd¥ 14 dOLS JUI4 / SHIdNVO JUI4 LOIdSNI 


JUNLYNOIS 31vd 


JONVNALNIVW ALSAVS SYId IWANNY 


- > 
——e 


Pesan A yberteve Weta STUY «RI 


= 7 . LE ES A OES 


JYNLYNOIS 


‘OIS ‘BYL 


61 -UVIA 


AUJLIVE 


SONIOVIY 


YOLVIONNNAY 


NOILYOOT JONVIIdd¥ 
WNOIS J1IGNV 


JOT NOILOAdSNI WHV-1V SHI4 


sy|nsey 


NOULYOOT 
NOWVIS T1Nd 


; 


: 
| 
| 
| 
| 


JYNLYNOIS SALON JOIANSS § 193440 J1Vd 


JOT JONVNALNIVA WHV IV Suld 


ee ee ee ee Se Se SD CO OS a SC Oe SO SC See) Cl OO See ee ee ers 


ag aed oh en ae sajes jadiey 


sneday jediey) | 


SVS SS SSAA A ASS Se eee eee eS 


SV BV PSPS VPS SP SPs www awww errs ers r rsa errs ssns Fevers rss ress ssssssrsssrsesaae 


Buiuea|9 jadieD 


SSS VV Vey yess vss vr ssw yvsessrvesee 


SOS VSS yV yyy sss sess sss ws s sr sess srwer srr vss ssseses 


PVVVVV esses swe www sess s sss ves vss Pe sr sssrvssssewessss seer vers svrrevere 


AL ajqe9 


Sn en. TSN SBS ewe wes sansa wawwan sores seoa 


SPSS ASA eee ema ee meee ae eee nasenaeenenaancaaaac 


SEB ee meee nee ee renee nnac: 


SPV AVS SS Pe srs es es esse ese erewresesssssesssesss SNS SSS Se mew wee ewer rer rr reasserans 


RV SV SS ses seer eseaesaesaesasecase 


SVS SSS eS ee ee ee we eee eee eee eens 


ST MPSVPSVSS ST se se sss sw wes vesssser Be ee sev wwe srr sess sss ssssrssessssssssssssssssserss 


PVVV vse sesrssvessesssrvrsssssseee 


aempey Buipjing 


TPMTV SS ewer sss ewww ewes sere we wees reese 


2 See hh ST Se hh Se a Se. aS Se SSN SS ENS SO OS NSA REAR ERNE SES TSS 


g2IAlas aouri|ddy 


SO}]ON ssalppy 9 auoydajay 


| abed yoog aainos 


ci eee [orw eras Ps + BG $4 as + OORT © 


_ - : ; 
» Cee 
y gs Fadpre ye ysee Oe 


cer 4 Oey « ¢% 


Dag ae ata Gd ou <0 | 
= 


oninsal? tome) p 


nye ts 1 007 Re « - ¢ Gel ode es bas 5 (ee OED ete OG CP 6 io ae ee 


A Sm 


RE 9g 


} 
a 
> 
} 
— 
j 
! 
j 
| j . 
ee a 
bd } 
| 
: s ' 
: | 
‘ 
; 
| 
5 
‘ L 
. 
Pe j ; 
‘ | 
| 
BS Sm 0 
f 
a B® >} = <= 
owe j mS 


—_- 
ee OTS a ro hee rr 


i 
arenes isesmemncseanmamner is Toate. ae 


7 dpa 


sola yue) MO 


Waishs UoieoiUNiWOD 


BRS eee eee ewer wear e em eaneasacasasrcenca 


SSSA Ree in ee eee eee eee meee eens 


RR ee eee ec eee meee meres eee emma n ae easensr acca neesenacaas 


RRS SSS SR ee Be wt ee ee eee eee eee eee eee Passes meee eee n eer eases nanan 


jojuadiey 


SOJON ssalppy 9 auoydalay 


c abvd yoog aainos 


nln ane eae = ames 286 4», 


> 


or ae <e Pith sas eA bane 


et a DER ae) a) ee Py. ban © . j P ee cdo 


ores &e 


[ae i ee a or eee ) ee . oo 2 


7 
B10646 «4! OE > 226-2 P0428 FeSO ESE) Ss Hep =H) Oboe « TMs Ode ae 600) Ome Se sme « —<—~ BOP e ae + Abarat (mn sate 7 


re a 


a EE ER oe 


«= - ‘ * a 
TmMeve. oon 
26606. © 4s 6G = oar ay tee A ae a | e 5 
eerie LL ii! a SS ee el 
ay == @e5 a) fae cae eovEineneh re 
ewe ¢ ik 3 
i = oe eras Oi) 
—— pot © PN o> NE See rey ae — : ne Sees Sapte Sage I en rieg! ty eter ty am 4 
: 3 | 
aes = + = rate 
. ahi amis 
‘ Fy s = ; 
ore ‘ ; by Bola eer e 
4 ts ta: 
5 # 
j ao 
A ee 4 rere ee = 


we ee ee eee cece nce nes Fea a sere cascassesscansasaacace : jPJUSY 9 ddIAIaS 
: vig abeqiey 


QIIAIAS 
ue} 9 aoeuin4 


ee a eS i a a i a) 


RA ee eee eee eee ee eessesesassess 


SST SST eee tS eee see ses Sesser es ssessessrssses re 


RAR Ae 0 6 08 On 88 0 0000088000 R AAO e Feces eee amas e maar aeaaeegenee Fraaceceavwaeeascassesanserrensanaesaas 


sajjddns Jaill4 


wT eee eee ewer eer er err rrreveres 


RA www www eee eens Fen ses esses asssessessssssssssssansss 


SSNS See ee eee eee ewe ese eee Pere eee ese sr eee ree sase sere s eae ese see aresesesane 


eee ee ee a SiC: Cee ee 


eee eee BS eee ee eRe ewe eS SSeS SSS SS SS Sse esse ss PFs sss rss sss sss sss sss ss ssyessrsrse 


Rie kaa Al Rie eS SALE SO SO SIS EO SIR RS Se SIA ES BURL SRE OO ELSES ORS MS SKS ORS A 86 SO OOO RO OS BATS ISSR S18 80S BN RS 08S 408 SOR SSS SAN 88 SS eS SS 


we wwe ss eveesessss serves seresesess Fosse vresreverevessssesesserrresresese 


veI9Ia/4 


RSS eee ewe tee eee ett tester serge 


SRR eee eee mm e newer nares ene e sean aeecaseeasraaasane Rm ewwmwe aera eraea ee raarsasaases 


spuig 9 sauadeig 


ssalppy 3 aUuOYydala} yoejuoDd 


¢ abed yoog aainos 


io _ 
er of ; 
‘ idvide abs ood ee tne s Plata 


"+8 24°46 Smee =» ¥ = 


= ae 


7 
i a - 
= 
oaks Oe owl awe © 
7 e 


ee ae 


—e 


é>* i= 
% 
“Cree ea OP PAO Beier radians 
a - 


a a ear t= Ps a . : “* ; ‘ = ee - = Bie r TNE 
| : 3 


’ 
a 


. a te ee —— 


_ 
7 
: 
a 
“a 
h ever 
“fae 


Ie ett ee ne oe Se Se ae eee OTE YWS4I07 


PSSST SSNS Eee eee ee wees rere rrr sess sesesen 


9 sqing br 


SPSS VSS PTV SPS V Ve srs rw sss essere ss sswsrssyssssvesrsewe 


SP VV VV Sy y sss sss yvyewsssyyyvsyrre 


SNA eV ewe www assesses sssewrwesreaseene 


SRV WAss esse sss ssweswswswanrenese 


RNR AS SEN eee See ee eee eevee ra ennesserswsauee 


RSA ASA RR Re eee eee eee enas 


_Jojoeijuoy 
Buidsayasnoy 


SRR Ree eee eee ee cee eee ee ee eae eran ere easaesananacanrasanesacne 


SVPVVS SVS sss wwe ss sess sss sessessresessssaesesesaessFresvsseseassesssesesesssesessssess 


ganas 9 saiddns 
Huidaayspunoiy 


a aa aa CCGG GGG GCGh GOGO gl GG ght) gto aga a a a ee SSCS a OG OOO a Oral G GG aaa 0 a Ghar Sa rar ary 


PV ew ese wees vresesesessrvesvrrrree 


PVVV sss seve svesssesevssevsssssys 


SOON Auedwo9 


b abed yoog aainos 


7. 


a + te UG ceed ees 


er 


te oe 


Amt) Ae efi. « 


2? ea etielttieetiindliee ie 


2 
6Gmes sae patent — i ee er "idm ~~) ott ge ie ie Sapo > eu wwe 
a fe i 


ae} he Hem mee? SOPs e. Peo teraecmmes «@ 


= aa 


eater ol | riot iP 
—_ . 3 ; in aaa Fieve ¥ ao < a es ae ne . . eashiy : i 
ew eee) © Oe : ; 
— Se bene a a" —— 7 7 : = = 
{ 
i 
i" 


ema 


I — me agen 
- 


i 


wivgphestt aahey 8 


a cea Bil MR oe MR a mere ce Delete tr, PN ig ced oie 


: Lec epee eo oe aoe f mre: 
; ution? 


SRSA ewe meme eee ere nea eenad Seem weer een cece earner easneanaea 


SSSA SAS SAS eee et Be eee et ee eB ewe we rwersrnnnns 


i eo a a aa a aay 


SPV WV www www wwe rss were ssesens 


Dea gad eek sA darn gs 8 «0k Guan Se | sabuey 
-Jadeg 9 JOIUIed 


¢ abed yoog aainos 


ee 7 ~t— ea pe 


i ce. ee ee 3 


©20). > feeaiad 


i =O phat ew aw bee ) gs =O <es bss ee’ « 


S60 .. pwetephl lenges: CE we, Pi Rm 4) Qa wene 


oh easeae 


—- 


x Weal 


ge. rei es aie 


a 


wt ia 
eae ee 


ala adel No a ek ee a j 


5 ee 


a = 0s aie @ rt 
4 rr gE yas Maite ccleaner | SA Sn Si tae ee ae “Mas 
- : E 
- ~~ oe . cas , 
? 


ony Se Re alae wethe—e 


oe a oe a aoe a a a a ary 


Teme mew meme mea raraasnannae 


SO]ON 


9 abed yoog aainos 


SASS See eee eee eee eres merece 


ssaIppy 3 aUOYdala | 


_ SB0IMaS 
Bulag BEM | 


— BOIAIIS 
joog Builwwims 


BIAS 
uiajsks Ajlingas 


JOJIENUOD 
piens Ayunaas 


Piet ear i ee 6 6 Ciniign e © gl we Og ee 


Ov" «M8 eal hee — 


Pane ee » fme o 


7 eee 


AA mage lee bg 
‘ i 
ee re 


z= 6 etic. 


en 


Geb v—ej 


ee 


wl Os Og as ok Ft bo 


re 


‘-erre 


“i? 


im ee ee 


2 Fee taehewae dl 


oe aaa re 


4 


Sebel aa SS «mw Dien 


Are eh One OOM SIO wees as 


SL Se Se a — za 


ee o@e- 


a 
a ort Se = 
-« - = 
| 
ee _ 
= ls ines — 


Se eet + 


eee 


SM ne MO Tm MMe ee 


ES AIRE I ee NRE ew 


On rae ae 


Me ane 


Tee Rane etna eo mar ea 


SR A OR IRE Ae A one 
. 


here 


i 


i 
ea 


a 


fate 


see eee 


i ee 


t 


| 


le ee 


i ° 
ee re 
x 


— ‘a 
A. i Te 


FY 


Sa ee 


_ bengal ae» 


oe 


“ee 
z 
. 
1. 
. 


2% m Die wah ¥ 
iogictess: 

i GS be eS | : 
Lea w ' 
Bc ee aera 

se eer mS ~ i 

’ « ~ i 

i 2 Eth ee i i 
(at tei iy 


se a | ' 
> ae — } 
2acivige | 


a eS hes sss stsscessnssnson enemy 

Rental Application Form | 
The undersigned hereby makes application to rent the property located at | 
unit number , beginning on 19._, for a period of , at a monthly rental of $ ' | 
LL aL a aa 
Ct Se Lee GY EL SC Nh ee ee | 
Phone (Home): Phone (Work): | 
Address: 


Names of other people who will be living in the unit: $$ 
——Sanan——e—eeeeee eee ee 


Name and phone number of current landlord: 
How long have you lived there? 

Name and phone number of previous landlord: 
| | How long did you live there? 


SS PENSE 
LT | 


ieee ee ne 
|  —].) LL SE 1 
| | Name and phone number of employer: ce ee er cee eas 


Position: How long have you worked there? 


a 


Monthly salary: Other sources of income: 


Name and phone number of previous employer: 


Position: How long did you work there? 


Name and number of Dank or bank manager: | 
Bank Account number: | 


Make, year and licence number of your car: 


sedi tw EL eS ER tk Ee eM, Ou, 
Oriver's licence number: 


Name and number of three personal references (not family members): 
‘de 


va 
| 43s 


Name and number of a person who can be contacted in case of an emergency: 


ee —— ——————K= ZZ | 
Have you ever filed for bankruptcy? Yes [aa No Ea Have you ever been evicted? Yes [_] No (| | 
Have you ever refused to pay rent when due? Yes [_] No [] | 


| | (Ifthe answer to any of the above 3 questions is "yes", please give date and explanation): 


| am enciosing a deposit of $ _____ and accept that this deposit will be returned to me within three business days 
if my application is rejected. | accept that it my application is accepted but | do not sign a lease for a rental beginning 
on the date mentioned above, part or all of my deposit may be forfeited to cover the expenses involved in checking | 
my references and finding another tenant. 


The above information, to the best of my knowledge, is true and correct: 


| Oate: Signature: | 
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Problem: 


Action: 


Total cost Own time 


Contractor's time Materials 


Called tenant to confirm problem solved (date) 
Tenants's reaction/comment 
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Process Begun 


Date Eviction 


Payment 


Due 
Date 


Record of Late Payments 


Rent 


Phone # 


Tenant's Name 
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Property 2 
Unit Tenant name: 
ITEM CONDITION 
Move-in Move-out 


Living room 
Walls 

Fioor 
Carpeting/tile 
Ceiling 
Windows 
Blinds/shades 
Doors 
Electrical 
Other 


Dining room 
Walls 

Fioor 
Carpeting/tile 
Cailing 
Windows 
Blinds/shades 
Doors 
Electrical 
Other 


Bedroom 1 
Walls 


Carpeting/tile 
Ceiling 
Windows 
Blinds/shades 
Doors 
Electrical 
Other 


Bedroom 2 


Walls 

Floor 
Carpeting/tile 
Cailing 
Windows 
Blinds/shades 
Doors 
Flectrical 
Other 


~ APARTMENT INSPECTION REPORT 


Move-in: date: 
Move-out. date 


COMMENTS/ACTION 
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APARTMENT INSPECTION. REPORT 
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CONDITION 
Move-in 


Bathroom 


Wails 

Floor 
Carpeting/tile 
Ceiling 
Windows 
Blinds/shades 
Doors 
Electrical 
Fixtures 
Other 


Kitchen 
Wails 

Floor 
Carpeting/tile 
Ceiling 
Windows 
Blinds/shades 
Doors 
Electrical 
Sink 

Stove 
Refrigerator 
Other 


Comments 


(Move-in) 
(Tenant) 


(Landlord) 


(Move-out) 
(Tenant) 


(Landlord) 
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